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Praise for Head First PMP 



"I have been doing project management for over 30 years and am considered a subject matter expert 
in the PMBOK(r) Guide, Third Edition, primarily because I am the Project Manager who led the 
team that developed this edition.... I can honestly say that Head First PMP is by far the best PMP Exam 
Preparation book of all I have reviewed in depth. It is the very best basic education and training book 
that I have read that presents the processes for managing a project, which makes it a great resource for 
a basic project management class for beginners as well as a tool for practitioners who want to pass the 
PMP exam. The graphical story format is unique, as project management books go, which makes it 
both fun and easy to read while driving home the basics that are necessary for preparing someone is just 
getting started and those who want to take the exam." 

— Dennis Bolles, PMP 

Project Manager for the PMBOK® Guide, Third Edition Leadership Team, 
DLB Associates, LLC and co-author of The Power of Enterprise-Wide Project 
Management 



"This looks like too much fun to be a PMP study guide! Behind the quirky humor and nutty graphics lies 
an excellent explanation of the project management processes. Not only will this book make it easier to 
pass the exam, you'll learn a lot of good stuff to use on the job too." 

— Carol Steuer, PMP 

PMBOK® Guide, Third Edition Leadership Team 



"This is the best thing to happen to PMP since, well, ever. You'll laugh, learn, pass the exam, and become 
a better project manager all at the same time." 

— Scott Berkun, author of The Art of Project Management and The Myths of 
Innovation 



"I love the brain-friendly approach used by Head First. When was the last time you heard that a PMP 
Prep book was fun to read? This one really is!" 

— Andy Kaufman, host of The People and Projects Podcast on iTunes 



"Head First PMP is the PMP exam prep book for the rest of us: the people who live project management 
daily and want an exam prep book that is as interesting as the work we live, prepares them for the exam, 
and helps them become a better project manager. I've taken my copy of the first edition to numerous 
exam prep classes I have helped teach as a reference book. Students will pick it up, review several pages 
or topics and say, 'That is how I learn. Can I take your copy?' The impact and satisfaction is immediate." 

— Ken Jones, PMP and project manager 



"In today's business world, it's not just what you get done, it's how you get it done. To that end, Head First 
PMP has just the right balance of wit and fun that makes learning the Project Management Body of 
Knowledge engaging and interesting." 

— Jen Poisson, Director of Production Operations, Disney Online 
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Praise for Head First PMP 

"Wow. In the beginning of March I finished and passed a four hour adventure called the PMP exam. I 
can honestly say that though I used a few study guides, without the help of Head First PMP, I don't know 
how I would have done it. Jenny and Andrew put together one of the best 'head smart, brain friendly' 
training manuals that I have ever seen. I have to say that I am a HUGE fan and WILL be buying their 
new Beautiful Teams book. Anyone I meet that mentions wanting to take the exam, I send them to 
http://www.headfirstlabs.com/books/hfpmp/ to get the sample chapter and free test. Seeing is believing. 
Thanks Andrew and Jenny for putting together an exceptional study guide. Keep up the good work!" 

— Joe Pighetti Jr., PMP, Engineer 



"I think that under the fonts and formalized goofiness, the book has a good heart (intending to cover basic 
principles in an honest way rather than just to pass the test). Head First PMP attempts to educate potential 
project managers instead of being a mere "how to pass the PMP exam" book filled with test taking tips. 
This is truly something which sets it apart from the other PMP certification exam books." 

— Jack Dahlgren, Project Management Consultant 



"I love this format! Head First PMP covers everything you need to know to pass your PMP exam. The 
sound-bite format combined with the whimsical images turns a dry subject into entertainment. The 
organization starts with the basics then drills into the details. The in-depth coverage of complex topics 
like Earned Value and Quality Control are presented in an easy to understand format with descriptions, 
pictures, and examples. This book will not only help you pass the PMP, it should be used as an daily 
reference for practicing project managers. I sure wish I had this when I was studying for the exam." 

—Mike Jenkins, PMP, MBA 



"It is like an instructor with a blackboard in a book, and the little devil and angel over your shoulder 
telling you what is right or wrong. I am getting instant results from the first five chapters. An excellent 
guide /training tool for all those new and somewhat new to project management methodologies." 



— BJ Moore, PMP 
Nashville, TN 
Amazon Reviewer 



"Studying for your PMP exam? Would you like the ability to carry not only an instructor but an entire 
classroom in your briefcase as you prepare? Then buy this book! The drawings and diagrams are 
reminiscent of your favorite teacher utilizing the whiteboard to step you through the key points of their 
lecture. The author's use of redundancy in making the same point in multiple ways, coupled with the 

"there are no Dumb Questions" section, gave the feeling of being in a classroom full of your fellow PMP 
aspiring peers. At times I actually caught myself feeling relieved that someone else asked such a good 
question. This book is enjoyable, readable, and most importantly takes the fear out of approaching 
the subject matter. If you are testing the PMP waters with your big toe, this book will give you the 
confidence to dive into the deep end." 

—Steven D. Sewell, PMP 
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Praise for other Head First books 

"With Head First C#, Andrew and Jenny have presented an excellent tutorial on learning G#. It is very 
approachable while covering a great amount of detail in a unique style. If you've been turned off by 
more conventional books on C#, you'll love this one." 

— Jay Hilyard, Software Developer, co-author of C# 3.0 Cookbook 



"I've never read a computer book cover to cover, but this one held my interest from the first page to the 
last. If you want to learn G# in depth and have fun doing it, this is THE book for you." 

— Andy Parker, fledgling C# programmer 



"Going through this Head First C# book was a great experience. I have not come across a book series 
which actually teaches you so well. . .This is a book I would definitely recommend to people wanting to 
learn G#" 

—Krishna Pala, MCP 



"Head First Web Design really demystifies the web design process and makes it possible for any web 
programmer to give it a try. For a web developer who has not taken web design classes, Head First Web 
Design confirmed and clarified a lot of theory and best practices that seem to be just assumed in this 
industry." 

— Ashley Doughty, Senior Web Developer 



"Building websites has definitely become more than just writing code. Head First Web Design shows you 
what you need to know to give your users an appealing and satisfying experience. Another great Head 
First book!" 

— Sarah Collings, User Experience Software Engineer 



" Head First Networking takes network concepts that are sometimes too esoteric and abstract even for highly 
technical people to understand without difficulty and makes them very concrete and approachable. Well 
done." 

— Jonathan Moore, Owner, Forerunner Design 



"The big picture is what is often lost in information technology how-to books. Head First Networking keeps 
the focus on the real world, distilling knowledge from experience and presenting it in byte-size packets 
for the IT novitiate. The combination of explanations with real world problems to solve makes this an 
excellent learning tool." 

— Rohn Wood, Senior Research Systems Analyst, University of Montana 
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Jennifer Greene studied philosophy in 
college but, like everyone else in the field, couldn't 
find a job doing it. Luckily, she's a great software 
tester, so she started out doing it at an online 
service, and that's the first time she really got a 
good sense of what project management was. 

She moved to New York in 1998 to test software 
at a financial software company. She managed 
a team of testers at a really cool startup that 
did artificial intelligence and natural language 
processing. 

Since then, she's managed large teams of 
programmers, testers, designers, architects, and 
other engineers on lots of projects, and she's done 
a whole bunch of procurement management 
(you'll learn all about procurement in Chapter 12!). 

She loves traveling, watching Bollywood movies, 
drinking carloads of carbonated beverages, and 
owning a whippet. 
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Introduction 

Why get certified? 

Tired of facing the same old problems? if you ve worked on 

a lot of projects, you know that you face the same problems, over and over 
again. It's time to learn some common solutions to those problems. There's a 
whole lot that project managers have learned over the years, and passing the 
PMP® exam is your ticket to putting that wisdom into practice. Get ready to 
change the way you manage your projects forever. 

Do these problems seem familiar? 2 

Projects don't have to be this way 4 

Your problems... already solved 5 

What you need to be a good project manager 6 

Understand your company's big picture 1 1 

Portfolios, programs, and projects 12 

What a proj ect IS . . . 15 

. . . and what a project is NOT 15 

How project managers run great projects 19 

A PMP certification is more than just passing a test 24 

Exam Questions 26 

Exam Answers 28 
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Organisations, constraints, and projects 

In good company 

If you want something done right... better hope you're in the 

right kind Of Organization. All projects are about teamwork— but how your 
team works depends a lot on the type of organization you're in. In this chapter, you'll 
learn about the different types of organizations around — and which type you should look 
for the next time you need a new job. 
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Kate wants a new job 

There are different types of organizations 

Kate takes a new job 

Stakeholders are impacted by your project 
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Managing project constraints 

Exam Questions 
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The process framework 
It all fits together 



table contents 



All of the work you do on a project is made up of processes. 

Once you know how all the processes in your project fit together, it's easy to remember 
everything you need to know for the PMP® exam. There's a pattern to all of the work 
that gets done on your project. First you plan it, then you get to work. While you are doing 
the work, you are always comparing your project to your original plan. When things start 
to get off-plan, it's your job to make corrections and put everything back on track. And the 
process framework — the process groups and knowledge areas — is the key to all of 
this happening smoothly. 
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Cooking up a project 

Projects are like recipes 

If your project's really big, you can manage it in phases 

Phases can also overlap 

Break it down 

Anatomy of a process 

Combine processes to complete your project 

Knowledge areas organize the processes 

The benefits of successful project management 

Exam Questions 
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Monitoring and 
Controlling 



Perform Integrated 
Change Control 



Want to make success look easy? 

It's not as hard as you think. In this chapter, you'll learn about a few processes you 
can use in your projects every day. Put these into place, and your sponsors and 
stakeholders will be happier than ever. Get ready for Integration Management. 

Time to book a trip 88 

The teachers are thrilled... for now 89 

These clients are definitely not satisfied 90 

The day-to-day work of a project manager 9 1 

The six Integration Management processes 92 

Start your project with the Initiating processes 95 

Integration management and the process groups 96 

The "Develop Project Charter" process 98 

Make the case for your project 99 

Use expert judgment to get an outside opinion 100 

A closer look at the project charter 102 

Two things you'll see over and over... 105 

Plan your project! 108 

The project management plan lets you plan ahead for problems 109 

A quick look at all those subsidiary plans 1 1 1 

Question Clinic: The "Just-The-Facts-Ma'am" Question 114 

The Direct and Manage Project Execution process 1 16 

The project team creates deliverables 117 

Executing the project includes repairing defects 118 

Eventually things WILL go wrong. . . 120 

Sometimes you need to change your plans 121 

Look for changes and deal with them 122 

Make only the changes that are right for your project 123 

Changes, defects, and corrections 124 

Decide your changes in change control meetings 124 

How the processes interact with each other 125 

Control your changes; use change control 126 

Preventing or correcting problems 126 

Finish the work, close the project 130 

So why INTEGRATION management? 1 32 

Exam Questions 142 

Exam Answers 148 
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Scope management 
Doing the right stuff 
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Confused about exactly what you should be working on? 

Once you have a good idea of what needs to be done, you need to track your scope 
as the project work is happening. As each goal is accomplished, you confirm that all of 
the work has been done and make sure that the people who asked for it are satisfied 
with the result. In this chapter, you'll learn the tools that help your project team set its 
goals and keep everybody on track. 
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Collect requirements outputs page 

Define the scope of the project 

The scope statement tells you what you have to do 

Question Clinic: The "Which-is-BEST" Question 

Create the work breakdown structure 

The inputs for the WBS come from other processes 

Breaking down the work 

Decompose deliverables into work packages 

Inside the work package 

The baseline is a snapshot of the plan 

The outputs of the Create WBS process 

Why scope changes 

The Control Scope process 

Anatomy of a change 

A closer look at the Change Control System 

Just one Control Scope tool/technique 

Is the project ready to go? 

Exam Questions 

Exam Answers 
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Time management 
Getting it done on time 

Time management is what most people think of when they 

think Of project managers. It's where the deadlines are set and met. It starts 
with figuring out the work you need to do, how you will do it, what resources you'll use, 

and how long it will take. From there, it's all about developing and controlling that schedule. 
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Reality sets in for the happy couple 

Time management helps with aggressive time lines 

Use the Define Activities process to break down the work 

Tools and techniques for Define Activities 
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Cost management 
Watching the bottom line 
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Every project boils down to money. If you had a bigger budget, you 
could probably get more people to do your project more quickly and deliver more. That's 
why no project plan is complete until you come up with a budget. But no matter whether 
your project is big or small, and no matter how many resources and activities are in it, 
the process for figuring out the bottom line is always the samel 
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Getting it right 
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It's not enough to make sure you get it done on time and under 

budget. You need to be sure you make the right product to suit your stakeholders' 
needs. Quality means making sure that you build what you said you would and that you do 
it as efficiently as you can. That means trying not to make too many mistakes and always 
keeping your project working toward the goal of creating the right product! 



What is quality? 392 

You need more than just tests to figure out quality 393 

Once you know what the product is supposed to do, it's easy to tell 

which tests pass and which fail 394 

Quality up close 369 

"An ounce of prevention..." 398 

Plan Quality is how you prevent defects 40 1 

How to plan for quality 402 

The quality management plan gives you what you need to manage 

quality 404 

Inspect your deliverables 407 

Use the planning outputs for Perform Quality Control 408 

The seven basic tools of quality 409 

Pareto charts, flowcharts, and histograms 410 

Run charts and scatter diagrams 4 1 1 

More quality control tools 411 

Question Clinic: The "Which-One" Question 416 

Quality control means finding and correcting defects 4 1 8 

Trouble at the Black Box 3000™ factory 42 1 

Introducing Quality Assurance 422 

A closer look at some tools and techniques 423 

More ideas behind quality assurance 424 

The Black Box 3000™ makes record profits! 429 

Exam Questions 434 

Exam Answers 438 





XVI 



Download at Boykma.Com 



table contents 



9 



Bunifin resource management 
Getting the team together 
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Behind every successful project is a great team, so how do you 

make sure that you get — and keep — the best possible team for your project? You need to 
plan carefully, set up a good working environment, and negotiate for the best people 
you can find. But it's not enough to put a good team together... If you want your project 
to go well, you've got to keep the team motivated and deal with any conflicts that happen 
along the way. Human resource management gives you the tools you need to get the 
best team for the job and lead them through a successful project. 

Mike needs a new team 444 

Get your team together and keep them moving 446 

Figure out who you need on your team 448 

The staffing management plan 452 

Get the team together 454 

Develop your project team 458 

Develop the team with your management skills 459 
Your interpersonal skills can make a big difference for your team 460 

Lead the team with your management skills 462 

Motivate your team 464 

Stages of team development 466 

How's the team doing? 468 

Managing your team means solving problems 470 

Conflict management up close 47 1 

How to resolve a conflict 472 

Question Clinic: The "Have-a-Meeting" Question 478 

Exam Questions 485 

Exam Answers 489 
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Communications management 
Getting the word out 



Communications management is about keeping everybody in 

the loop. Have you ever tried talking to someone in a really loud, crowded room? That's 
what running a project is like if you don't do get a handle on communications. Luckily, there's 
Communications Management, which is how to get everyone talking about the work that's 
being done, so that they all stay on the same page. That way everyone has the information 
they need to resolve any issues and keep the project moving forward. 




Party at the Head First Lounge! 

Anatomy of communication 

Get a handle on communication 

Find out who your stakeholders are 

Stakeholder Analysis Up Close 

Get the message? 

More Distribute Information tools 

Let everyone know how the project's going 

Take a close look at the work being done 

Now you can get the word out 

People aren't talking! 

Count the channels of communication 

Question Clinic: The Calculation Question 

Exam Questions 

Exam Answers 
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Project risk management 
Planning for the unknown 




Even the most carefully planned project can run into trouble. 

No matter how well you plan, your project can always run into unexpected problems. 
Team members get sick or quit, resources that you were depending on turn out to be 
unavailable — even the weather can throw you for a loop. So does that mean that you're 
helpless against unknown problems? No! You can use risk planning to identify potential 
problems that could cause trouble for your project, analyze how likely they'll be to occur, 
take action to prevent the risks you can avoid, and minimize the ones that you can't. 

What's a risk? 544 

How you deal with risk 545 

Plan Risk Management 546 

Use a risk breakdown structure to categorize risks 548 

Anatomy of a risk 550 

What could happen to your project? 552 

Information-gathering techniques for Identify Risks 553 

More Identify Risks techniques 554 

Where to look for risks 556 

Now put it in the risk register 557 

Rank your risks 558 

Examine each risk in the register 559 

Qualitative vs. quantitative analysis 564 

Perform Quantitative Risk Analysis 565 

Calculate the Expected Monetary Value of your risks 568 

Decsion tree analysis uses EMV to help you make choices 570 
Update the risk register based on your quantitative analysis results 572 

How do you respond to a risk? 574 

Response planning can even find more risks 575 

How to control your risks 581 

Question Clinic: The "Which-is-NOT" Question 588 

Exam Questions 593 

Exam Answers 598 
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YvQcurement management 
Getting some help 



Some jobs are just too big for your company to do on its 

OWn. Even when the job isn't too big, it may just be that you don't have the expertise 
or equipment to do it. When that happens, you need to use Procurement Management 
to find another company to do the work for you. If you find the right seller, choose the 
right kind of relationship, and make sure that the goals of the contract are met, you'll 
get the job done and your project will be a success. 
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Professional responsibility 
Making good choices 



It's not enough to just know your stuff. You need to 
make good choices to be good at your job. Everyone 

who has the PMP® credential agrees to follow the Project Management 
Institute Code of Ethics and Professional Conduct, too. The Code 
helps you with ethical decisions that aren't really covered in the body of 
knowledge — and it's a big part of the PMP® exam. Most of what you need to 
know is really straightforward, and with a little review, you'll do well. 
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A little last-minute reVIeW 

Check your knowledge 

Wow, you sure covered a lot of ground in the last 

1 3 chapters! Now it's time to take a look back and drill in some of 
the most important concepts that you learned. That'll keep it all fresh and 
give your brain a final workout for exam day! 

Here's how to do this next section 673 

Integration Questions 674 

Scope Questions 675 

Time Questions 676 

Cost Questions 677 

Quality Questions 678 

Human Resource Questions 679 

Communications Questions 680 

Risk Questions 68 1 

Procurement Questions 682 

Great job! It looks like you're almost ready 683 
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Time Answers 69 1 
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Communications Answers 695 

Risk Answers 696 
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B^ctice makes perfect 
Practice PMP exam 




Bet you never thought you'd make it this far! its been 

a long journey, but here you are, ready to review your knowledge and 
get ready for exam day. You've put a lot of new information about project 
management into your brain, and now it's time to see just how much of it 
stuck. That's why we put together this 200-question PMP practice exam 
for you. It looks just like the one you're going to see when you take the 
real PMP exam. Now's your time to flex your mental muscle. So take a 
deep breath, get ready, and let's get started. 

What you'll see on the PMP Exam 
Exam Questions 
Exam Answers 
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702 
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Who is this book for? 

If you can answer "yes" to all of these: 

You tav> also ® Are y° u a P r °J ect manager? 

^ SC . Do you want to learn, understand, remember, and y ^ c " ^? you study -for the PMP 

help you /^\ a pp/y important project management concepts so that ^ c *a»* •* a way -tha-t will definitely 

you can prepare for the PMP® exam, and learn to be a »*ake it easier -for you -fco pass 
the CAP/W /^ better project manager in the process? 

exar»-a lot o-f < 

"the £on£epts (5) Do y° u P^fer stimulating dinner party conversation 

are really t0 dry. dull, academic lectures? 
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this book is for you. 

Who should probably back away from this book? 
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enough hours yet, this book ta» sti 

(1) Are you completely new to project management? . ^Ip you study how, soyou £an be 
(To qualify to take the PMP exam, you need to show a ^ ^-^ when you ve got those hours 
certain number of hours of experience as a professional Uh ! Y bc '"t Plus, the ideas wil 
project manager.) hc, P Y ou ° h your job immediately... 

(2) Are you already PMP® certified and looking for a 
reference book on project management? 

(3) Are you afraid to try something different? Would 
you rather have a root canal than mix stripes with 
plaid? Do you believe that a technical book can't 
be serious if project management concepts are 
anthropomorphized? 
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We know what you're thinking. 

"How can this be a serious project management book?" 
"What's with all the graphics?" 
"Can I actually learn it this way?" 



And we know what your brain is thinking. 

Your brain craves novelty It's always searching, scanning, waiting for 
something unusual. It was built that way, and it helps you stay alive. 

So what does your brain do with all the routine, ordinary, normal 
things you encounter? Everything it can to stop them from interfering 
with the brain's real job — recording things that matter. It doesn't 
bother saving the boring things; they never make it past the "this is 
obviously not important" filter. 

How does your brain know what's important? Suppose you're out for 
a day hike and a tiger jumps in front of you, what happens inside 
your head and body? 

Neurons fire. Emotions crank up. Chemicals surge. 

And that's how your brain knows... 

This must be important! Don't forget it! 

But imagine you're at home, or in a library. It's a safe, warm, tiger-free zone 
You're studying. Getting ready for an exam. Or trying to learn some 
tough technical topic your boss thinks will take a week, ten days at 
the most. 

Just one problem. Your brain's trying to do you a big favor. It's trying 
to make sure that this obviously non-important content doesn't clutter 
up scarce resources. Resources that are better spent storing the really 
big things. Like tigers. Like the danger of fire. Like how you should 
never again snowboard in shorts. 

And there's no simple way to tell your brain, "Hey brain, thank you 
very much, but no matter how dull this book is, and how little I'm 
registering on the emotional Richter scale right now, I really do want 
you to keep this stuff around." 
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Metacogwition: thmkmg about thinking 

If you really want to learn, and you want to learn more quickly and more deeply, 
pay attention to how you pay attention. Think about how you think. Learn how you 
learn. 

Most of us did not take courses on metacognition or learning theory when we were 
growing up. We were expected to learn, but rarely taught to learn. 

But we assume that if you're holding this book, you really want to learn about 
project management. And you probably don't want to spend a lot of time. And since 
you're going to take an exam on it, you need to remember what you read. And for that, 
you've got to understand it. To get the most from this book, or any book or learning 
experience, take responsibility for your brain. Your brain on this content. 

The trick is to get your brain to see the new material you're learning 
as Really Important. Crucial to your well-being. As important as 
a tiger. Otherwise, you're in for a constant battle, with your brain 
doing its best to keep the new content from sticking. 



So just how DO you get your brain to think that 
the stuff on the PMP exam is a hungry tiger? 

There's the slow, tedious way, or the faster, more effective way. 

The slow way is about sheer repetition. You obviously know that 

you are able to learn and remember even the dullest of topics 

if you keep pounding the same thing into your brain. With enough 

repetition, your brain says, "This doesn't^/ important to him, but he keeps looking at 

the same thing over and over and over, so I suppose it must be." 

The faster way is to do anything that increases brain activity, especially different 
types of brain activity. The things on the previous page are a big part of the solution, 
and they're all things that have been proven to help your brain work in your favor. For 
example, studies show that putting words within the pictures they describe (as opposed to 
somewhere else in the page, like a caption or in the body text) causes your brain to try to 
makes sense of how the words and picture relate, and this causes more neurons to fire. 
More neurons firing = more chances for your brain to get that this is something worth 
paying attention to, and possibly recording. 

A conversational style helps because people tend to pay more attention when they 
perceive that they're in a conversation, since they're expected to follow along and hold up 
their end. The amazing thing is, your brain doesn't necessarily care that the "conversation" 
is between you and a book! On the other hand, if the writing style is formal and dry, your 
brain perceives it the same way you experience being lectured to while sitting in a roomful 
of passive attendees. No need to stay awake. 

But pictures and conversational style are just the beginning. 
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Here's what WE did: 



We used pictures, because your brain is tuned for visuals, not text. As far as your brain's 
concerned, a picture really is worth a thousand words. And when text and pictures work 
together, we embedded the text in the pictures because your brain works more effectively 
when the text is within the thing the text refers to, as opposed to in a caption or buried in the 
text somewhere. 

We used redundancy, saying the same thing in different ways and with different media types, 
and multiple senses, to increase the chance that the content gets coded into more than one area 
of your brain. 

We used concepts and pictures in unexpected ways because your brain is tuned for novelty, 
and we used pictures and ideas with at least some emotional content, because your brain 
is tuned to pay attention to the biochemistry of emotions. That which causes you to feel 
something is more likely to be remembered, even if that feeling is nothing more than a little 
humor, surprise, or interest. 

We used a personalized, conversational style, because your brain is tuned to pay more 
attention when it believes you're in a conversation than if it thinks you're passively listening 
to a presentation. Your brain does this even when you're ; 
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We included more than 80 activities, because your brain is tuned to learn and remember 
more when you do things than when you read about things. And we made the exercises 
challenging-yet-do-able, because that's what most people prefer. 

We used multiple learning styles, because you might prefer step-by-step procedures, while 
someone else wants to understand the big picture first, and someone else just wants to see 
an example. But regardless of your own learning preference, everyone benefits from seeing the 
same content represented in multiple ways. 

We include content for both sides of your brain, because the more of your brain you 
engage, the more likely you are to learn and remember, and the longer you can stay focused. 
Since working one side of the brain often means giving the other side a chance to rest, you 
can be more productive at learning for a longer period of time. 

And we included stories and exercises that present more than one point of viezv, 
because your brain is tuned to learn more deeply when it's forced to make evaluations and 
judgments. 

We included challenges, with exercises, and by asking questions that don't always have 
a straight answer, because your brain is tuned to learn and remember when it has to work at 
something. Think about it — you can't get your body in shape just by watching people at the 
gym. But we did our best to make sure that when you're working hard, it's on the right things. 
That you We not spending one extra dendrite processing a hard-to-understand example, 
or parsing difficult, jargon-laden, or overly terse text. 

We used people. In stories, examples, pictures, etc., because, well, because you're a person. 
And your brain pays more attention to people than it does to things. 




Monitoring and 
Controlling 



ntegrated change 
control 



BULLET P0INTS:*& 
AIMING FOR THE EXAM 



Fireside Chats 





XXX 



intro 



Download at Boykma.Com 




the intro 



Here's what YOU can do to bend 
your brain into submission 

So, we did our part. The rest is up to you. These tips are a 
starting point; listen to your brain and figure out what works 
for you and what doesn't. Try new things. 

Ui iWls <** *»d shtk \i 



(T) Slow down. The more you understand, 
the less you have to memorize. 

Don't just read. Stop and think. When the 
book asks you a question, don't just skip to the 
answer. Imagine that someone really is asking 
the question. The more deeply you force your 
brain to think, the better chance you have of 
learning and remembering. 



(§) Talk about it. Out loud. 

Speaking activates a different part of the brain. 
If you're trying to understand something, or 
increase your chance of remembering it later, say 
it out loud. Better still, try to explain it out loud 
to someone else. You'll learn more quickly, and 
you might uncover ideas you hadn't known were 
there when you were reading about it. 



® 



Do the exercises. Write your own notes. 

We put them in, but if we did them for you, 
that would be like having someone else do 
your workouts for you. And don't just look at 
the exercises. Use a pencil. There's plenty of 
evidence that physical activity while learning 
can increase the learning. 



(3) Read the 'There are No Dumb Questions' 

That means all of them. They're not optional 
sidebars — they're part of the core content! 

Don't skip them. 



® 







® 



Make this the last thing you read before 
bed. Or at least the last challenging thing. 

Part of the learning (especially the transfer to 
long-term memory) happens after you put the 
book down. Your brain needs time on its own, to 
do more processing. If you put in something new 
during that processing time, some of what you 
just learned will be lost. 



(5) Drink water. Lots of it. 

Your brain works best in a nice bath of fluid. 
Dehydration (which can happen before you ever 
feel thirsty) decreases cognitive function. 



® 



Listen to your brain. 

Pay attention to whether your brain is getting 
overloaded. If you find yourself starting to skim 
the surface or forget what you just read, it's time 
for a break. Once you go past a certain point, you 
won't learn faster by trying to shove more in, and 
you might even hurt the process. 

Feel something! 

Your brain needs to know that this matters. Get 
involved with the stories. Make up your own 
captions for the photos. Groaning over a bad joke 
is still better than feeling nothing at all. 



Create something! 

Apply this to your daily work; use what you are 
learning to make decisions on your projects. Just 
do something to get some experience beyond the 
exercises and activities in this book. All you need 
is a pencil and a problem to solve ... a problem that 
might benefit from using the tools and techniques 
you're studying for the exam. 
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Read me 

This is a learning experience, not a reference book. We deliberately stripped out 
everything that might get in the way of learning whatever it is we're working on at that 
point in the book — although we didn't take anything out that you might see on the PMP 
exam. And the first time through, you need to begin at the beginning, because the book 
makes assumptions about what you've already seen and learned. 

The chapters are ordered the same way as the PMBOK® Guide 

We did this because it makes sense. . . The PMP exam focuses on your understanding of 
the Guide and the inputs, outputs, tools, and techniques it references. It's a good idea for 
you to understand the material the way the test organizes it. If you are cross-referencing 
this book with the PMBOK® Guide, it will really help you that the structure has been 
pretty much maintained throughout this book, too. 

We encourage you to use the PMBOK® Guide with this book. 

This book talks about the practical applications of a lot of the ideas in the PMBOK® 
Guide, but you should have a pretty good idea of how the guide talks about the material, 
too. There's some information that's on the test that isn't in the guide, so we haven't 
limited this book to a retread of what's in the PMBOK® Guide at all. But it's a great 
reference, and you should be cross-referencing the two books as you go. That will help 
you understand all of the terminology better and make sure that there are no surprises on 
exam day. 

The activities are NOT optional. 

The exercises and activities are not add-ons; they're part of the core content of the book. 
Some of them are to help with memory, some are for understanding, and some will help 
you apply what you've learned. Don't skip the exercises. Even crossword puzzles are 
important — they'll help get concepts into your brain the way you'll see them on the PMP 
exam. But more importantly, they're good for giving your brain a chance to think about 
the words and terms you've been learning in a different context. 
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The redundancy is intentional and important. 

One distinct difference in a Head First book is that we want you to really get it. And we want you to finish the book 
remembering what you've learned. Most reference books don't have retention and recall as a goal, but this book is about 
learning, so you'll see some of the same concepts come up more than once. 

The Brain Power exercises don't have answers. 

For some of them, there is no right answer, and for others, part of the learning experience of the Brain Power activities 
is for you to decide if and when your answers are right. In some of the Brain Power exercises, you will find hints to 
point you in the right direction. 

We want you to get involved. 

Part of being a PMP-certified project manager is getting involved in the community and helping others out. An easy 
way to start doing this is to head over to the Head First web site where you'll be able to submit your own Head Libs and 
see what other people have come up with, too: 

http://www.headfirstlabs.com/pmp/ 

Check out our free PMP exam simulator online. 

The last chapter of this book is a full-length sample PMP exam. But we've also created an exam simulator online so you 
can see what the test will be like on exam day. It's free and easy to use. By the time you reach the end of this book, you'll 
have put a lot of new knowledge about project management into your brain, and it'll be time to see just how much of 
it stuck. The simulator, like the exam in the back of the book, was developed using the official Project Management 
Professional Exam Specification and has 100% coverage of the exam objectives. Check it out here: 

http://www.headfirstlabs.com/PMP/pmp_exam/vl /quiz, html 
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Technical Reviewers: 

For the second edition, we had a whole new batch of amazing tech reviewers. They did a great job, and we're really 
grateful for their incredible contribution. 

Jennifer Poisson has more than nine years in technical project management. She is currently Director, Production 
Operations at Disney Online. In her spare time, she blows her retirement savings traveling the country in expensive 
shoes and attending fabulous concerts, while in constant pursuit of maintaining a well-balanced raw diet. 

Joe Pighetti has worked in Avionics Development for over eight years and is currently a Staff Engineer for Electrical 
Design at GE Aviation. He has a Bachelor of Science in Electrical Engineering and is working toward a Master's in 
Engineering Management from Western Michigan University. Joe attained his PMP certification in March of '09. In his 
scarce spare time, Joe enjoys planning (WBS included) an amazing future with his wife and playing with his two boys. 

Andy Kaufman, PMP (not to be confused with the dead comedian), is a keynote speaker, author, and host of The 
People and Projects Podcast on iTunes. He's a homeschooling dad of three kids who married way above himself and is 
convinced he has the best job in the world! 

Ken Jones has been a project and program manager in the semiconductor industry. He was a contributor to the first 
edition of the PMI Standard for Program Management and has helped teach numerous PMP exam prep sessions for 
both his local PMI chapter and his employer. 

And, as always, we were lucky to have Lisa Kellner return to our tech review team. Lisa was awesome, as usual. 
Thanks so much, guys! 
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Safari® Books Online 



£* m ••) When you see a Safari® Books Online icon on the cover of your 

Od Id I I. favorite technology book that means the book is available online 

through the O'Reilly Network Safari Bookshelf 
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find quick answers when you need the most accurate, current information. Try it for free at 
http: / /my safaribooksonline. com /?portal=oreilly. 
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Why get certified? 




Tired of facing the same old problems? if you ve 

worked on a lot of projects, you know that you face the same problems, 
over and over again. It's time to learn some common solutions to those 
problems. There's a whole lot that project managers have learned over 
the years, and passing the PMP® exam is your ticket to putting that 
wisdom into practice. Get ready to change the way you manage your 
projects forever. 



this is a new chapter 
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Vo these problems seem familiar? 



Kate's boss promised a delivery date that she couldn't 
possibly meet. 



The Boss's 
delivery date 



s 


pi It Iw Jt l c | 3\ 




xj 










— 
































, w 



Me* the 
project will 
anally be <W 




Then, when the project was halfway done, the customer 
demanded a big change. 

Start 



How date's budget 
should have wov-ked 




Finish 



).00 



How -the budget actually worked 



\iaits plan had -the project spending 
exadJy what was budgeted. 



1/2 Way 



: inish 




$14,760.53 
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Then, just as the project was about to be completed, someone noticed a 
typo, and 10,000 leaflets had to be reprinted. 



One simple -typo, and 
now i\\c project 
is overbudje-t a*d 
dissa-tis-fymg -fco -fche 
dus-fcomcv-. 



.!„,.* - - 1 - ■'-» :i>l 




J&iiiLAaialfloii! 




Then, when it was time to fix 
those typos, she realized that 
the printer was booked for 
another project. 



Jsut j~l 



Our 
you c 
your 
CD« 



rut r'vHl rlA '*! 

Jsut catalgo it! 

Our new cataloging software will help 
you create and maintain a database of 
your stock, or your clients, or even your 
CD collection! 



Dur 




fla* &r * isks 



And even though she knew there was a pretty good chance that someone 
else might need the printer, she didn't have time up front to come up 
with a backup plan. 



tlAS Wv*o»'U^a??Y- 



k>W~^ 
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PMBOK® guide saves the day 



Projects don't have to be this way 

It may seem like all projects have these types of problems, but there are 
proven solutions to them. . . and someone else has already done a lot of 
the work for you! Realizing that all projects have common problems with 
solutions, The PMBOK® Guide was put together to pass those solutions 
on to you. 

The PMdOm fade 
>«as Seated by a team 
o+ experts, dv-ay/mj on 
the collective wisdom of 
many project ^a^ers... 




Ho book contain alltV* 

bowled? o* P^ect 
^emeniWcauserU 

Constant^ ***&*; •*** 
„ty tW.s book is a &AL 



J 



V 



The PMdOX® ^uidc 
^oh-ta'ms best ytatbtes £ 
dealing wi-fch problems -tha-t 
happe* oh nearly 
every project 



...all arourJi the world... 



Inputs 




s, 




Tie 

PMBOK 

Guide 




Tbe PM&O*® ^'de; s a 
^dardWvbatPMs 
v.eedtokv.ow.lUelps 
7ou avoid tbose femiLair 
dvoWcws. 




«2*?"-p. 



^oVnownas... 

o^o^ect Management 
^ fy(H Knowledge 



•> ninm — 
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Your problems... already solved 

Every project eventually runs into the same kinds of issues. But a project 
manager with good training can spot them and quickly figure out the best 
solutions. The PMBOK® Guide will help you: 



S Learn from past projects that have run into similar problems to 
avoid running into them again. 



S Plan and execute your projects to avoid common pitfalls. 



Condon Y 



balls'- better avoid these. 




mmm 












? 



The ?MdO£® $uide has great 
ideas oh how to estimate youv 
tasks a»d put them in the vight 
se«\uende to get your pvojedts 
done as <\uidkly and e-Hidiently 
as possible- 




It outlines tedhni«\ues (or 
planning and tradking youv 
dosts. 




It helps you learn how to 
pU ^ a*d pvotedt against 
dcHtis in youv project 
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core job duties 



What you Heed to be a good project manager 

The PMBOK® Guide is full of practical tools that can help you to manage 
your projects better. But all of that doesn't mean much if you don't have the 
three core characteristics of a successful project manager. You've got to pay 
attention to all three if you want to make your project a success. This is what 
you'll need if you're going to take on the role of project manager: 



1 



2 



Knowledge 

If you pay attention to what's going on 
in the field of project management, you 
can learn from everyone's successes 
and mistakes so that you can be better 
at your job. 



Performance 

It's not enough to know what you need 
to do — you've got to deliver, too. This 
one is all about keeping your nose to 
the grindstone and doing good work. 



3 



Personal Skills 

Since you're managing people, you've* 
got to pay attention to what motivates 
them and what makes things harder 
on them. Your job as a PM is to make 
personal connections with your team 
and help keep everybody on the right 
track. 



TV* ■*** V»*m*> all oUh< : tools *ji 
bthrtpes m -the PMBo*® $wde **» ^ 
and when -bo use the*- 




You a*d your -fcca* wi || 
have -to work hard ho 
deliver a suttess-Pul 
project, -too. 



As a PM, you ve jot ho lead your -beam 
-through -the project li-Cedyde, so you 
need -to be skilled at manaj'mj people i-f 
youVe Jomj ho be su££ess-Pul. 
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Not paying attention to these characteristics is sure to give your project problems. Which of the 
characteristics of a successful project manager was neglected in the failed projects listed below? 
frCl$G Sometimes, more than one will apply; just pick the one that makes the most sense to you. 



The project was delivered early, but 
it didn't have all of the features that 
the customers asked for. The VP 
had suggested a new requirements 
gathering technique, but the PM 
shot it down because he'd never 
heard of it. 

Neglected characteristic: 



The project team had so many 
conflicts about the project that they 
couldn't work together. They made 
decisions that undercut each other, 
and in the end they couldn't deliver 
anything at all. 

Neglected characteristic: 



The project was late because the 
team couldn't meet the company's 
standards for productivity. They 
were always coming into work late 
and leaving early and taking long 
lunches. It seemed like the project 
manager just didn't think the project 
was important. 

Neglected characteristic: 



The project was late because the 
team cut corners that led to sloppy 
work, and they had to go back and 
fix all of their mistakes. 

Neglected characteristic: 



The project manager thought his 
job was to meet the deadline above 
all else. So he demanded that the 
product be released on the date 
it was due, regardless of quality. 
The team wanted to create a high 
quality product, and they fought 
with the PM throughout the project 
to try to get him to change his mind. 
In the end, the team washed their 
hands of the product after it was 
released and refused to support it. 

Neglected characteristic: 



The project manager refused 
to learn to use the scheduling 
software and templates the 
company had boughtforthe 
team. Instead, he kept track of 
the schedule in his head and on 
his whiteboard. Neartheendof 
the project, he realized that he'd 
forgotten about some important 
tasks and his ship date slipped by 
two months. 

Neglected characteristic: 
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Not paying attention to these characteristics is sure to give your project problems. Which of the 
characteristics of a successful project manager was neglected in the failed projects listed below? 
Sometimes, more than one will apply; just pick the one that makes the most sense to you. 



Your project was delivered early but 
it didn't have all of the features that 
the customers asked for. The VP 
had suggested a new requirements 
gathering technique but the PM 
shot it down because he'd never 
heard of it 

Neglected characteristic: 

Knowledge 

The project was late because the 
team couldn't meet the company's 
standards for productivity. They 
were always coming into work late 
and leaving early and taking long 
lunches. It seemed like the project 
manager just didn't think the project 
was important. 

Neglected characteristic: 

Performance 

The project manager thought his 
job was to meet the deadline above 
all else. So he demanded thatthe 
product be released on the date 
it was due regardless of quality. 
The team wanted to create a high 
quality product and they fought with 
the PM throughout the project to 
try to get him to change his mind. 
In the end, the team washed their 
hands of the product after it was 
released and refused to support it. 

Neglected characteristic: 

Personal Skills 



The project team had so many 
conflicts about the project that they 
couldn't work together. They made 
decisions that undercut each other, 
and in the end they couldn't deliver 
anything at all. 



Neglected characteristic: 

Personal Skills 



The project was late because the 
team cut corners that led to sloppy 
work, and they had to go back and 
fix all of their mistakes. 

Neglected characteristic: 

Performance 



The project manager refused 
to learn to use the scheduling 
software and templates the 
company had bought for the 
team. Instead, he kept track of 
the schedule in his head and on 
his whiteboard. Neartheendof 
the project, he realized that he'd 
forgotten about some important 

■the meager did^-t lear* tas ' <S anc ' ^' S S ^'P C ' ate s ''PP ec ' ^ 

"the scheduling software two months. 

%WW* S - The <- x 

di+Wh^es aveh'-fc always ^ 

100% £leav-£ U -t. Neglected characteristic: 

Performance 



This £ould also be a 
knowledge issue beta 



use 
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V£r How can the PMBOK® Guide claim 
to be the entire body of knowledge for 
project management? 

r\. Actually, it doesn't claim that at all. 
That's why the PMBOK® Guide is called "A 
Guide to the Project Management Body 
of Knowledge. "It's a reference book that 
organizes a lot of information about how project 
managers do their jobs- but it doesn't claim 
to have all the information itself. Instead, it 
provides you with a framework for managing 
projects and tells you what information you 
need to know. 

A lot of people are surprised to find out that 
there are a bunch of things on the PMP exam 
that are never explicitly mentioned in the 
PMBOK® Guide. (Don't worry: we'll coverthat 
stuff in the rest of this book.) There's a whole 
lot of information that modern project managers 
should know about risk management or time 
management or cost or quality... And you're 
expected to learn more about the knowledge 
areas as you move forward in your career. 
That's why you should never limit your study to 
just what's in the PMBOK® Guide. It's meant 
just as a guide to all of the knowledge areas 
that project managers use on the job. 

S^' What if I don't do all of this stuff in 
my job? 

J\. The PMBOK® Guide isn't necessarily 
meant to be followed like a recipe for every 
project. It's a broad collection of many tools 
and processes that are used across the project 
management profession, and project managers 
have a lot of discretion about how they run their 
projects. So you shouldn't throw out all that 
you're doing at work and replace it with every 
single one of the tools in this book immediately. 
But you'll notice as you go that some of the 
tools you're learning about will solve problems 
for you on the job. When you do, you really 
should start using them. Seriously, it's the best 
way to learn. You might find that your projects 
go better after you start using a new concept 
you are learning while you study. 



VL- I've heard that there are a whole 
bunch of formulas you have to memorize 
for the PMP exam. Will I have to do that? 

r\. Yes, but it won't be that bad. The 
formulas are actually really useful. They help 
you understand how your project is doing 
and make better decisions. When you read 
about them later in the book, you'll focus on 
how to use them and why. Once you know 
that, it's not about memorizing a bunch of 
useless junk. The formulas will actually 
make sense, and you'll find them intuitive 
and helpful in your day-to-day work. 

vJ " Aren't certification exams just an 
excuse that consultants use so that they 
can charge their clients more money? 

r\. Some consultants charge more money 
because they are certified, but that's not 
the only reason to get certified. The best 
reason to get PMP certification® is because 
it helps you understand all of the project 
management concepts available to help you 
do your job better. If you learn these tools 
and apply them to your job, you will be a 
better project manager. Hey, if it turns out 
you can make more money too, that's great. 

What's more, it's worth keeping in mind that for 
a project manager, being PMP ©-certified is a 
requirement for a large amount of contracting 
work, especially in government, and it's 
increasingly seen in job postings of all kinds. 
Some employers won't even interview project 
managers who don't have a PMP certification®! 

Q: Doing all of the stuff in the PMBOK® 

Gul3e seems like it will take a long time. 
How much of this really applies to me? 

r\. That's a great question. You might find 
that there are documents that are mentioned 
in the PMBOK® Guide that you're not used to 
writing or creating for your projects and some 
planning steps that you've never taken before. 
That's because the PMBOK® Guide is a 
framework, not a recipe for a successful project. 



When you get your certification, it means 
that you have a solid understanding of all of 
the tools and techniques that are typically 
used by project managers to plan projects, 
track them, and deal with problems that 
come up along the way. It doesn't mean that 
you follow the exact same recipe for project 
success every time you lead a project. 

v^" But I work for a company that always 
runs projects on really tight deadlines. You 
can't honestly expect me to write a bunch 
of project documents and use all of these 
formulas for my projects. 

r\. One of the useful things that you'll 
learn in the Quality Management chapter of 
this book is that sometimes the processes 
that seem like a lot of work up front actually 
end up saving you time in the end. 

If you find a problem in a two-hour planning 
meeting that would've cost you two weeks to 
fix, then that two hours you spent planning 
actually saved your project two weeks of time. 
A lot of the planning and documentation that 
you'll be tested on is there to help you head 
off problems before they derail your project. 
So in the end, doing all of that work up front 
and writing it all down can actually make your 
project go faster and be cheaper than not doing 
it would've been! 



Tke PMBOK® Guide 
is just a guide, hut 
ii you understand 
all the material in it, 
then you'll ultimately 
he a hetter project 
manager. 
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You can't manage your project in a vacuum 

Even the best project managers can't control everything that affects their 
projects. The way your company is set up, the way people are managed, the 
processes your team needs to follow to do their jobs... they all can have a big 
impact on how you manage your project. On the exam, all of those things are 
called Enterpise Environmental Factors. 



<<? 



^ s e Environment 



People 



The skills and 
organizational culture 
where you work. 



Market 



The way your company 
is performing in the 
market can affect the 
way you manage your 
project. 




\i's easy -to -Pall into -the iv-ap o-P 
ihinkinj -thai "these -Pastors only 
aff ly -to bij Companies. \* -Pad;, 
■they apply -to all ov-janiza-tions of 
all sizes a*d -types... and you need 
-to understand Iner* about Y^UR 
£or*pany i-P you wani youv- projects 
-to be su££ess-Pul/ Youv- Company s 
£u|-tuv-e is one o£ its r*osi ir*poV"tan-t 
En-tev-pv-ise £nvivonr*en-tal Fa^-tov-s. 



databases 

Where your company 
stores its data can make 
a big difference in the 
decisions you make on 
your project. 



Risk Tolerance 

Some companies are 
highly tolerant of risk 
and some are really risk 
averse. 



Standards 

Some companies 
depend on government 
standards to run their 
business and when they 
change, it can have a big 
impact 
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Understand your company's big picture 

Your project is an important part of the work your company is doing, but 
you need to understand how it fits in to the higher level strategy your 
company is executing, too. That's where programs and portfolios come in. 



introduction to the pmp exam 



Portfolios ■"tyh't >»^ u <*e 
programs and projects. 




Programs arc groups ok 
projects that should be 
managed together 



New Construction: 
Residential Horns 



Pvojetls have a bey«w«$ 
a«d a« end a*d produce , 
sowe-tWmj spefci-f it- J 







Portfolio 

A portfolio is a group of projects 
or programs that are linked 
together by a business goal. 
If an architecture firm was 
venturing into remodelling 
existing buildings as well as 
designing new ones, they 
might split their firm's efforts 
into separate New Construction 
and Remodelling portfolios 
since the goals for each are 
quite different. 



Program 

A program is a group of 
projects that are closely 
linked, to the point where 
managing them together 
provides some benefit. The 
firm knows from experience 
that creating huge skyscrapers 
is dramatically different than 
building residential homes, so 
residential home construction 
would be its own separate 
program. 



Project 

A project is any work that 
produces a specific result and is 
temporary. Projects always have 
a beginning and an end. Building 
a house is a classic example of 
a project. Projects can be part ^^ 
of programs or portfolios, but ' 
portfolios and programs can't be 
part of a project. 



Projects in a program arc often 

Y^ ' dependent on cacM other. Program 

management kot\ASts oy\ these 
interdependences. 



Flip the 
page to 
learn 
y/nat a 
project is, 
and v/nat 

it isn t- 
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Portfolios, programs, and projects 

Let's take a look at a charter for a portfolio, a program, and a project for a 
software company called Ranch Hand Games to get a better understanding 
of how they break down. ^ 

Ranch Hand Games: Portfolio Charter 

in fte next 15 monfos. ^ _[ Ran chHand Games: Program Charter 



A port&lio r»ana 9 ev will *, *itov- the 
£o«,bihecl perWahde o-P all of the 
pro-ram, ahd projects to tell how the 
po*-t+olio is doino. 



The following Programs and Projects are; 

Programs: 

• Online Arcade Program 
. Online Gaming Sales and Marketing Ca, 

• Server Upgrade Program 

• Online Store Program 
Projects: 

• Cows Gone Wild II 

• ZarthakandtheFlugelhorn 



Project Description: The Online Arca^ Program ^ ^ ^ 

«««« easier »d c.or»* *<*e«»t >»""' 
Projects: 



> Portfolios £o*taih 
bfiih. programs 
ahd projects 

You da* tell i-f this 
projedt sud£eeds i-f 
"the requirements 

art met ar\d -the 

produdt is hijh ^ ^J 

quality. 

v/owv pvojett spo«so»r 
„«A4e<l tV.e tha^ 
We'll teav« ««we a» ow ' t 
s?0 «so« a«d titers 
m Chapter °r- 



Ranch Hand Games: Project Charter 

Project Description: Cows Gone Mflta I ■ ,„ inc|ude 

Project Requirements: 

• Must allow for up to 8 online players per team 

. r£ time text and voice communication between players 
. Faster, more realistic graphics rendering 
. New characters and scenery 

Summary Milestone Schedule 

Requirements complete Mar 4 

Code complete , un l 

Alpha release for internal testing J un 20 

Beta Relase for external testing Aug 31 

General Release Nov 15 



This program neds -to 
be managed together 
bedause all o-P the 
promts ih it share todt. 
1+ the projects were all 
■»a*aged independently 
-there would be time and 
effort vasied on all o-P 
the project teams trying 
h> Coordinate with one 
Another. 



A program is a group of projects tkat are managed together 
because of a shared benefit. 
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You'll need to know the difference between a portfolio, a program, and a project on the exam. Which 
one of those does each of the stories below describe? 



A consulting company wanted to 
increase the amount of billable time 
for each consultant so they started 
several company-wide programs 
to help consultants to get more 
productivity out of each year. 



A university wanted to build 
admissions web sites for all of their 
departments. They realized that 
all of the sites would be feeding 
into the same registration interface 
and decided to manage all of them 
together in order to save time. 



A company wanted to switch from 
a paper-based Human Resources 
group to a software-based one. 
They spent some time looking into 
the best software packages for the 
job, and decided to manage all of 
the HR functions together since 
they needed the same people to 
help with all of the work. 



A software game company wanted 
to build up its online presence. So, 
it started several marketing and 
sales initiatives, created some new 
games, and re-wrote some old 
ones in order to reach more gamers 
online. 



A company wanted to build a better 
reporting interface so that it could 
have more accurate data on year- 
end goals. 



A construction company bid on 
several parking garage projects at 
the same time. They won one of the 
bids and built the garage a month 
under schedule and $5000 under 
budget. 
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You'll need to know the difference between a portfolio, a program, and a project on the exam. Which 
one of those does each of the stories below describe? 



A consulting company wanted to 
increase the amount of billable time 
for each consultant so they started 
several company-wide programs 
to help consultants to get more 
productivity out of each year. 

Portfolio 

A company wanted to switch from 
a paper-based Human Resources 
group to a software-based one. 
They spent some time looking into 
the best software packages for the 
job, and decided to manage all of 
the HR functions together since 
they needed the same people to 
help with all of the work. 

Program 

A software game company wanted 
to build up its online presence. So, 
it started several marketing and 
sales initiatives, created some new 
games, and re-wrote some old 
ones in order to reach more gamers 
online. 



A university wanted to build 
admissions web sites for all of their 
departments. They realized that 
all of the sites would be feeding 
into the same registration interface 
and decided to manage all of them 
together in order to save time. 



Program 



A company wanted to build a better 
reporting interface so that it could 
have more accurate data on year- 
end goals. 



Project 



A construction company bid on 
several parking garage projects at 
the same time. They won one of the 
bids and built the garage a month 
under schedule and $5000 under 
budget. 



Project 



Portfolio 
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What a project IS... 



temporary 



Projects always have a start and a finish. They start when you 
decide what you are going to do, and they end when you create 
the product or service you set out to create. Sometimes they end 
because you decide to stop doing the project. But they are never 
ongoing. 



Creating a unique result 



When you create the product of your project, it is measurable. If 
you start a project to create a piece of software or build a building, 
you can tell that software or that building from any other one that 
has been produced. 



Progressively elaborated 



You learn more and more about a project as it goes on. When you 
start, you have goals and a plan, but there is always new information 
to deal with as your project goes on and you'll always have to make 
decisions to keep it on track. While you do your best to plan for 
everything that will happen, you know that you will keep learning 
more about your project as you go. 



Operations are on$6\n$ I* Y 0U,rC 
building <^s cm an assembly line, 
that's a process, \$ you're desi^ 
and building a prototype o\ a 
sretifc tat model, that's a project 



Vou miftbt also see the v/ord > otess 
instead <A w o ? eraW A team m'.^t run a 
P^Tek to Wild software, but the tom ? a*y 
t3Jhave an o^i* pro^or keep** 
the servers that run the software W 
501*5 down. In Ui> the <p ? ^^«? s 
those st^trs runnin5 is oA-ten tailed I I 
Operations." $et it? 



... and what a project is NOT 




Projects are NOT: always strategic or critical 

V \ 

Projects are NOT: ongoing operations (or processes) 
Projects are NOT: always successful 
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what project managers do 



, — VLi4prtJin ijjtti^ aahAiI 






^fcaharpen your pencil 


Which of these scenarios are operations, and which are projects? 


1. Building an extension on a house 




7. Knitting a scarf 


| I Operation |_J 


Project 


| I Operation |_J Project 


2. Shelving books at the library 




8. Making a birdhouse 


| I Operation |_J 


Project 


| I Operation |_J Project 


3. Baking a wedding cake 




9. Changing your air filters every six months 


I I Operation \_] 


Project 


| I Operation |_J Project 


4. Stapling programs for a play 




1 0. Running an assembly line in a toy factory 


I I Operation |_J 


Project 


| I Operation |_J Project 


5. Watering your plants twice a week 


1 1 . Organizing a large conference 


I I Operation |_J 


Project 


| I Operation |_J Project 


6. Walking the dog every day 




1 2. Going to the gym three times a week 


| I Operation |_J 


Project 


| I Operation |_J Project 


w ijn*$wt5ib on] j cige io. 



^ 



BULLET POINTS: AIMING FOR THE EXAM 



Knowledge, performance, and personal skills are the 

three areas that project managers focus on to get better 
attheirjobs. 

When you're talking about things like the people in 
your organization, the market you compete in, your 
company's risk tolerance, and standards that your 
company needs to meet (like government-imposed 
standards for any contractor bidding on a government 
project), you're talking about Enterprise Environmental 
Factors. 



A program is a collection of projects that should be 
managed together in order to achieve a specific goal or 
benefit to the company. 

A portfolio is a collection of projects or programs. 

A project gathers a team together to do work 
that's temporary, creates a unique result, and is 
progressively elaborated. 

An operation (or process) is work that's done in a way 
that's repeatable and ongoing, but is not a project. 
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A day in the life of a project manager 




kn 



You know what a project manager does: gets a project from concept to completed 
product. Usually a project manager works with a team of people to get the work 
done. And they don't usually know a lot about the project when they start. When 
you think about it, you can categorize pretty much everything a project manager 
does every day into three categories. 

Gather product requirements 

Being a project manager almost always means figuring out what you're going to build. 
It's one of the first things you do when you start to plan the project! But as you go, 
you are always learning more and more. Sometimes that can mean changes to your 
product, while other times it's just more detail on what you already knew. 

^^P^jeJt ***** 

Manage stakeholder expectations 

There are a lot of people involved in making most projects happen: the team that 
actually does the work, the people who pay for it, everybody who will use the product 
when you're done, and everybody who might be impacted by the project along the 
way. Those people are called your stakeholders. And a big part of the PM'sjobis 
communicating with everybody and making sure their needs are met. 



Deal with project constraints 

Sometimes there will be constraints on the project that you'll need to 
deal with. You might start a project and be told that it can't cost more than 
$200,000. Or it absolutely MUST be done by the trade show in May. Or you 
can only do it if you can get one specific programmer to do the work. Or 
there's a good chance that a competitor will beat you to it if you don't plan it 
well. It's constraints like that that make the job more challenging, but it's all 
in day's work for a project manager. 




Even though you're constantly gathering requirements, managing stakeholders, and working within 
constraints, different situations can call for different tools for dealing with all of those 
challenges. When you think about it, all of the tools and techniques that are discussed in the 
PMBOK® Guide are there to help you do those three things at different points in your project's 
lifecycle. That's why the PMBOK® Guide divides the work you do on a project up into the 5 Process 
Groups. The groups help you organize all of the work you do as your project progresses and keep your 
role in the project straight. 
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there are no dumb questions 



Sharpen your pencil 
Solution 




Which of these scenarios are operations, and which are projects? 



1. Building an extension on a house 

I | Operation [/\[ Project 

2. Shelving books at the library 

, Operation \__j Project 

3. Baking a wedding cake 

I | Operation [X| Project 

4. Stapling programs for a play 

| 1 Operation >^v ^ ro J ect 



5. Watering your plants twice a week 

5fl Operation Q Project 

6. Walking the dog every day 
Operation \__j Project 



x 



7. Knitting a scarf 

| 1 Operation 

8. Making a birdhouse 

| | Operation 




Project 



Project 



9. Changing your air filters every six months 
Operation |_| Project 



1 0. Running an assembly line in a toy factory 
_ Operation |_j Project 



1 1 . Organizing a large conference 
| I Operation 



Project 



1 2. Going to the gym three times a week 

Operation [_\ Project 



Q: 



tWeiare no 

Dumb Questions 



1 . Do project constraints just mean 
restrictions on time and cost? 

r\\ No. A project constraint is any 
limitation that's placed on your project before 
you start doing the work. It's true that project 
managers are really familiar with time and 
cost constraints, because those are really 
common. But there are lots of other kinds of 
constraints, too. 

Here's an example. Let's say that some of 
your team members won't be availble for 
three weeks because they have to attend a 
mandatory training session. That's called a 



resource constraint, because some of your 
project resources (people you need) are 
restricted. 

There are lots of other kinds of constraints, 
too: risk constraints, scope constraints, and 
quality constraints. 

vJ " Wait a minute - a quality 
constraint? Shouldn't I always run my 
project to build high-quality products? 



A 



^ Of course. But quality is more 
important for some projects than it is for 
others, and as a project manager, you need 
to be realistic about it. 



If you're running a project to build a 
playground, quality is important. You don't 
want to build unsafe playground equipment, 
because children could get hurt. Does that 
mean that you spend the highest possible 
portion of your budget on quality? Take a 
minute and think about how you'd approach 
quality for that project, as compared to, 
say, a project to build a heart monitor for 
a medical device company. It's likely that 
quality is a much more important constraint 
for the heart monitor than it is for the 
playground. 
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How project managers row great projects 

There are plenty of ways that you can run a project: people have been running projects for 
about as long as civilization has been around. But some project managers run their projects 
really effectively, while others consistently come in late, over budget, and with poor quality So 
what makes the difference between a great project and one that faces challenges? 

That's exactly the question that the folks at the Project Management Institute asked when they 
started putting together their Guide to the Project Management Body of Knowledge®. They 
surveyed thousands of project managers and analyzed tens of thousands of successful and 
unsuccessful software projects to come up with a structured way of thinking about how to 
effectively run a project. 

One goal of the PMBOK® Guide is to give you a repeatable way to run your projects. This is 
done by breaking the work down into 42 processes that describe different, specific kinds of 
work that project managers do. To help you think about how those processes fit together, they 
came up with two different ways to think about them. Each process falls into one of the five 
process groups, which tell you the sequence that the processes are performed on a project. 
But the PMBOK® Guide is also a tool for organizing knowledge about project management, 
so each process also falls into one of nine knowledge areas. The PMBOK® Guide is 
organized around these knowledge areas... and so is this book! 



The P/WB0K® $uide 
describes °r1 processes your 
project will go through {Vom 
start to -finish. 



that show Yo* the order 
that the YroU*»\*W* 
wa? ^ett,andW^Y 
intent Sheath other. 



\ 



PHBOK 

Guide 



^oVnownas... 

kGuicfetotne 

Of of** Management 
^ o fy0i Knowledge 




Theve are also nme 
knowledge areas that Mp 

organ," the ^otesses to 
m ake tne»« easier to learn 
and understand- 



rteadF*stPMP«asone 
ttepter per knowledge 
area- and so does tne 



Each process is assigned to a process 
group, ana it's also in a knowledge area. 
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try your hand 




Process Group Magnets 



/<* haWt lean** the ,a«,« o^ the 
process g^ps ov knowledge areas vet 
^y^^rrobMy^esst^iL 



ham " ho * &ey Gt together/ 

The PMBOK® Guide divides the generally recognized good project 
management practices into 42 processes that fall into 5 process 
groups. Can you figure out the order of the process groups just from 
their names? See if you can match the process group magnets below 
into the right blanks, in the right order. 



idr 




These "two groups 
operate *m a dyde- 




Here's where you 
-figure ou-fc what you 
prop's high-level 
goals are. 



This is where you 
%*« out how you 
Will do all o£ 
the >work. 



This is where the 
work gets done- 



/ 



This means tracking 
the work, looking 
-for problems 
3v\d -fixing those 
problems be-fore 
they derail 
your project 



n 



Here's where you -fill 
out all o£ your $ mal 
paperwork and get 
paid -for the work 
you've Completed. 



Closing 



Monitoring & 
Controlling 



I Executing | 



Initiating 




Were a,e a bu»*h o( ,ag»ets that Jell otf the 
^.dge/ They're used to show the process aril 

m ihc ^"tlar- Draw the. i, above the 
appropriate blanks. thC 
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-g. 




+ 



**: 



Across all of the process groups, there are 9 knowledge areas that span all of the 
different kinds of information you'll need to keep up with to manage your project. See if 
you can guess how each knowledge area (on the left) matches up to the description of what 
that knowledge area focuses on (on the right). 



RISK 

Scope 
VRocuReneNt 

COMMONlcatlON 

Tine 

iNtegRatioN 

Cost 

HonaH ReSouRceS 



Defining contracts and choosing a contractor t° 
do work on your project. 

peeping everybody working toward tke same 
goal and dealing wltk changes. 

Budgeting your project and tracking tKe 
money you are spending. 

Getting tJie people wji9 Will do tJie Work and 
keeping tkem motivated. 

Planning for tnlngs tKat could Kappen (positive 
or negative) and dealing wltK tKem wKen tKey 

do. 

Making sure tKat y°u build tke rlgk product and 
tKatyou do it as efficiently as possible. 

Figuring out Wji9 should talk t9 wjiom to keep 
everybody In the loop on your project. 

Estimating the time It Will take t9 complete your 
project and making sure you meet the deadlines 
you set. 

Defining the tasks that will (and Worft) be done on 
the project. 
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Process Group Magnets Solutions 



The PMBOK® Guide divides the generally recognized good project 
management practices into 42 processes that fall into 5 process 
groups. Can you figure out the order of the process groups just from 
their names? See if you can match the process group magnets below 
into the right blanks, in the right order. 

Yjoducd ,n the e^fe, the, h> the P la» LsLtly helps you 9 

?roUss group is moniWed *ake decisions about what to do ^ 

'» the next group. ^^ stay on iratk. 




I Executing | 



Closing 




'his process group 
includes processes -to 
Create and de-Pine 
a really preliminary 
vevsioh o+ your 
project's sfiope. 



This is where you plan 
(or how you II manage 
all aspects o£ the 
projedt mdludmg sdope, 
risk, time, tost, quality, 
and a -few move- 



Heme's where 
all the work 
gets done. 



/ 



The V-edommehdatiohS 
"that tome TVom 
Comparing work "to 

your plan a*d making 
adjustments ^s *ttdtd. 



Out the work is done, 
you need to fill out all ok 
-the required paperwork 
so that your company will 
have records o£ what you 
did- Vou should also make 
sure that the team you 
are using gets released so 
-they tan work oy\ 
other projects. 




You're going to cover all of this information in a 
lot more depth soon, so for now, just sit back 
and relax! 



You'll understand a lot more about project management 
if you're not worrying about getting it all this minute. Using this book together 
with the PMBOK® Guide, you're going to do much more than just learn this 
stuff by rote for the exam — you're going to understand these concepts. 
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Across all of the process groups, there are 9 knowledge areas that span all of the 
different kinds of information you'll need to keep up with to manage your project. See if 
you can guess how each knowledge area (on the left) matches up to the description of what 
that knowledge area focuses on (on the right). 



Defining contracts and choosing a contractor t° 
do work for tJie project. 




(NtegRatioN 

Cost 

HonaH ReSouRceS 



peeping everybody working toward tJie same 
goal and dealing wltK changes. 

Budgeting your project and tracking tKe 
money you are spending. 

Getting tJie people wji9 Will do tJie Work and 
keeping tkem motivated. 

Planning for things that could happen (positive 
or negative) and dealing wltK tKem wKen tKey 

do. 

Making sure tkat y°u build tke rlgk product and 
tKatyou do it as efficiently as possible. 

Figuring out Wji9 should talk t9 wjiom to keep 
everybody IntKe loop about your project. 

Estimating tke time It Will take t9 complete your 
project and making sure you meettJie deadlines 
you set. 

Defining tke Work tKat will (and worft) be done on 

tJie project. 
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what the pmp does for you 



A PMP certification is more thaw just passing a test 
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Meet a real-life PMP-certif led project manager 

PMs have demonstrated that they understand the tools it takes to be 
successful at leading projects. They know what it means to juggle their 
project priorities and still have their projects come out on top. Being 
certified doesn't mean you won't have problems on your projects anymore, 
but it does mean that you'll have the wisdom of many experienced and 
smart project managers behind you when you make decisions about how to 
solve these problems. 



£a 



Vns move 



i*0Key 



Has dn important <\ualif nation 
required by many Companies 
a*\d toY\kcat{* 



| s aUays Willing 
to teatn otnevs 




Is a» important 

part of the JVojcdt 

Mahagcmch-t £omm Uhr ty 



Runs stressful 
projects 




Has -the vespet-t of 

he\r peers 




£moys PMl benefits like W'^ 
seminars, and professional networking 



But remember, you don't need to 
nave a PMP termination to > join 
the Pro\ett Management Institute. 
|fyouYe planning to take tneP/^ 
e*am, it's a great idea to join today 
and start taki^ advantage <A these 
great benefits. 



TU couU U YOU! 
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r Exam Questions 



1. The project manager for a construction project discovers that a new water line is being created in the 
neighborhood where he's managing a project. Company policy requires that a series of forms for city 
environmental changes need to be filled out before his team can continue work on the project. This is an 
example of: 

A. A portfolio 

B. A program 

C. An enterprise environmental factor 

D. A project 

2. Which of the following is NOT a characteristic of a project? 

A. Temporary 

B. Strategic 

C. Specific result 

D. Progressively elaborated 

3. An energy company is investing in a series of initiatives to look for alternative energy sources so that the 
company can be competitive in 10 years. The initaitives are tracked and managed together because this goal 
is vital to the success of the company. This is an example of... 

A. A portfolio 

B. A program 

C. A project 

D. A enterprise environmental factor 

4. Which of the following is NOT a responsibility of a project manager? 

A. Managing stakeholder expectations 

B. Managing project constraints 

C . G athering product requirements 

D. Sponsoring the project 

5. Which of the following is NOT a Process Group? 

A. Monitoring and Controlling 

B. Gathering Requirements 

C. Initiating 

D. Closing 
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6. Which of the following is NOT a knowledge area? 

A. Scope 

B. Integration 

C. Procurement 

D. Initiating 

7. Which of the following is NOT true about portfolio management? 

A. The portfolio manager judges success of the portfolio by combining data from all of its programs and 
projects 

B. A portfolio can contain projects and programs 

C. A portfolio is organized around a business goal 

D. A portfolio is always a group of programs 

8. You're managing a project to remodel a kitchen. You use earned value calculations to figure out that 
you're going to run $500 over budget if your project continues at the current rate. Which of the following 
core characteristics of a project manager are you using to find the problem? 

A. Knowledge 

B. Performance 

C. Personal 

D. None of the above 

9. At the beginning of a project, a software team project manager is given a schedule with everyone's 
vacations on it. She realizes that because the software will be delivered to the QA team exactly when they 
have overlapping vacations, there is a serious risk of quality problems because there won't be anyone to test 
the software before it goes into production. What BEST describes the constraint this places on the project? 

A. Quality constraint 

B. Time constraint 

C. Resource constraint 

D. Risk constraint 

10. A project manager is having trouble with his project because one of his team members is not performing, 
which is causing him to miss an important date he promised to a stakeholder. He discovers that the team 
member knew about the project problem, but didn't tell him because the team members are all afraid of his 
bad temper. Which BEST describes how the project manager can avoid this situation in the future? 

A. Increasing his knowledge of the PMBOK® Guide 

B. Measuring personal performance 

C. Improving his personal skills 

D. Managing stakeholder expectations 
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r- Exam S^ttgws — 



1. Answer: C 

Since the project manager is filling out forms because of company policy, this is a good example of an 
enterprise environmental factor. 



2. Answer: B 

A project doesn't have to be strategic or critical. It only needs to be temporary, have a specific result and be 
progressively elaborated. 

Look out -for nuC sii 0h s | ike iWls 0hC 0h ^ 

*~~2 ^ ft: 5*1 *■* * ■£& £" 

wart to do ,i but that's ,ot what the n u«tio» is asl 



sense 



ov a £ompa*y to 
king. 



3. Answer: A 



S ince the initiatives are being managed together because of a strategic business goal, you can tell that this is 

4. Answer: D 

The sponsor is the person who pays for the project. The project manager doesn't usually play that role. 



5. Answer: B 

The process groups categorize all of the activities that a project goes through in its lifecycle. They are Initiatng, 
Planning, Executing, Monitoring and Controlling, and Closing. 



6. Answer: D 

Initiating is a process group, not a knowledge area. The process groups help you to think about all of the 
different stages a project goes through from the time it is first imagined until it is completed. The knowledge 
areas are all the things you need to think about as your project goes through those stages. 



7. Answer: D 

Since a portfolio can be a group of programs and projects, option D is the one that's not true. It can be a group 
of programs, but it doesn't have to be. 
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8. Answer: A 

Your knowledge of Earned Value Management techniques is how you can predict that the project will be 
over budget. Knowing that could let you plan ahead to avoid further cost overruns. Minimally, it can help 
you to reset expectations with your stakeholders so they have a better idea of what's coming. 



9. Answer: C 

This is a resource constraint, because the project manager's resources - in this case, the people who will 
be testing the software - are not going to be available to her when she needs them. Yes, this will cause 
problems with the quality, introduce risks, and cause schedule problems. But they're not schedule, time or 
risk constraints, because there's no outside limitation placed on the project quality, schedule or risks. The 
only outside limitation is the resource availability. If they were available, there wouldn't be a problem! 



10. Answer: C 

The way that the project manager interacts with the people on his team interfered with his work getting 
done. This is a good example of how a lack of personal skills can lead directly to major project problems 
down the line, and it's why this particular project manager needs to work on his personal skills. 



The project manager's temper 
led -to a disappointed stakeholder, 
but that doesn't mean that the 
stakeholder's e*pedtattons v/ere 
out of line. Th»s y/as an avoidable 
project problem, and better 
personal skills v/ould have &*ed it- 



_^ 
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2 Organizations, constraints, and projects 

In good company 




If you want something done right... better hope you're in the 

right kind Of Organization. All projects are about teamwork— but how your 
team works depends a lot on the type of organization you're in. In this chapter, you'll learn 
about the different types of organizations around — and which type you should look for the 
next time you need a new job. 
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time to gather status 



A day in Kate's life 



Morning 




Lunch time 



This is tfate s job-^riti^ s ^u 

Status Report 

Programming 

» W eiust fi nished testing, and ^product should be 
ready to go to test on schedule. 

Tech Writing 

■Wre halfway done updating the user manual." 

Information Systems 

•The web site needs new graphics." 



Afternoon 




^^__ AH &te does all day is dotai*«A 
*A,at people say m status weetmy. 
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Kate wants a new job 

Now that's she's working on getting her PMP® certification, 
Kate's learning a whole load of new skills. And she's even 
started to look for a new job — one where she does more 
than write down what other people say all day. . . 



Xaics y\oi responsible 
-ro\r -the su££ess ov- 
-Pailure o-P her project. 
She jus-fc keeps everybody 
Movmcd o\ i-fcs progress. 



-* 




All I do all day is collect status. Even if 
I have ideas about how to improve the 
project, it's not like I have the power to 
actually change anything. 



Kate is a project expediter right now. 

Kate may have the job title of "project manager," but 
even though that's what's printed on her business cards, 
that's not really her job. Kate's job is to document what's 
happening on a project, but she doesn't have the authority 
to make decisions on it. The PMBOK® Guide calls this 
role a project expediter. She may work on projects, but 
she's certainly not managing anything. 




ftlvfcttf 



When Kate surfs over to Monster.com, what types of things 
do you think she should look for in a new organization? 
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Kate's dream job 



A*. 



Kate spilled a hot cup of Starbuzz half-caf nonfat latte on her job-hunting checklist. Can 
you match the notes she scribbled at the bottom of the page to what's covered up by 
coffee stains? 



.Job Hunting Checklist 
I should h™# ~^ft *y projects 



I am allowed i 

oiVyP r °J ect+earT) 

I am in control oj^ project's 

prpj^ta, 





• Icanassi 
without ha 
their bo: 

it 
filing stuff 

managing 
v^orH aaf ^opityo Ver 




Answers on page 52- 






What would you look for in your perfect job? Does your wish list look 
anything like Kate's? 
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1. 



Organization Magnets 

In a functional organization, which is what Kate works in, 
project managers don't have the authority to make major 
decisions on projects. Projectized organizations give all of 
the authority to the PM. 

Can you work out which description goes with which 

organization type? 

\v\ a -functional 
organization, the teams 
working on tne ^o\tti 
^ f A don't report diredtly 

junctional Organization to toe pm l»^ead, ^ 

tea^s are m departments, 
Y^. and tne project manager 
^ needs to 'Witoy/' tnem 
-for tne frojefit 

1 



| n tnis kind o£ Company, tne team 
reports to the project manager, */ho 
nas a lot *»<*■(■ authority 

V 

Projectized Organization 



2. 



2. 



3. 



3. 



Teams are organized 
around projects 



lized I 
:ts. 



Project managers choose 
the team members, and 
release them when the 
project is over. 



Project managers 

estimate and track 

budget and schedule. 



PMs spend half their 
time doing admin tasks. 



PMs don't set 
the budget. 



Project managers need 
to clear major decisions 
with department managers. 
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There are different types of organizations 



Kate's got three major options when looking at the kinds of organizations she can work 
for. Functional organizations are set up to give authority to functional managers, 
projectized organizations give it to the PM, and matrix organizations share 
responsibility and authority between the two. 



Functional 

*k Project management decisions 
need to be cleared with 
functional managers. 

^r Project managers are assistants to 
the functional managers in getting 
the work done. 

*k Project managers spend a lot of 
time doing administrative tasks 
and often only work as PMs part 
of the time. 

& You're likely to find project 
expediters in functional 
organizations. 



AH o-P the project work typify 
Kappas withi, a paHfculai- de P aH*.e*i 

^omple-tely i h t \*rp of evwyfchty 



WEAK 
MATRIX 



& PMs have some authority 
but they aren't in charge of 
the resources on a project. 

& Major decisions still need to 
be made with the functional 
manager's cooperation 
or approval. 

^ Project expediters (like Kate) 
and project coordinators 
can work in weak matrix 
organizations, too. 



?ro\tli fcoordmafcors arc like 
etpdite*, e*te ? t that fioordmato« 
typically report to higher-level 
makers a»d have so*»e detisio*- 
maki^ ability- fc*?editers have »o 
authority at all 



PALANCEP 
MATRIX 



Matrix Organizations 



Project managers share 
authority with the 
functional managers. 

PMs run their 
people-management 
decisions by the functional 
manager, but the functional 
manager runs his project 
decisions by the PM, too. 



Folks who wov-k m 

a balanced matv-i* 

ov-janization 

v-cpov-t to a PM 

AND a -Pundtional 

v*av\dyr equally. 
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Tke Project Manager has the most authority 
and power in a projectized organization. 



STROM 
MATRIX 



Projected 



For the PMP exar», mos £ nuestiow 
assume -thai you work i» a r*aW 
organization ^| e « they say otherwise. 



Project managers have more 
authority than functional 
managers, but the team still 
reports to both managers. 

The team might be judged 
based on performance on 
their projects, as well as on 
their functional expertise. In 
a strong matrix, delivery of 
the project is most important. 



|-f you vc worked 
w\i\\ a tovhczi^ or 

fconsultm^ £oir»f>a»rvy, 

•they arc usually 
or^nzjtd like -this. 





This is just one way to 
think about it. 

Most importantly, it's the way that 
appears on the exam, so you're 
going to need to know it. 



Teams are organized 
around projects. When 
a project is done, the 
team is released, and 
the team members 
move to another project. 

The project manager 
makes all of the 
decisions about a 
project's budget, 
schedule, quality, and 
resources. 

The PM is responsible 
for the success or failure 
of their project. 
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who's in charge? 



tWeiare no 

Dumb Questions 



V^/ I'm still not clear on the difference between a project 
coordinator and a project expediter. 

r\. They're actually pretty similar. A project expediter is somebody 
who keeps track of status but has no decision-making authority on a 
project at all. A project coordinator is someone who does pretty much 
the same thing, but does get to make some of the minor decisions 
on the project without having to run them by the functional manager. 
Coordinators usually report to somebody who is pretty high up in 
the organization, while expediters are more like assistants to the 
functional manager. Both of them usually exist in weak-matrix or 
functional organizations. 

Q/ What's the difference between the way teams are run in a 
functional organization and a projectized one? 

r\. Think of a major bookkeeping project being run by the Admin 
department. Usually the head of Admin is the one who is ultimately 
responsible for what happens to it. If a project manager is called 
into help out, she's just there to keep things straight for the Admin 
department manager. The team is made up of people who already 
report to the Admin manager, so nobody questions his authority. 
That's an example of a functional organization. 

Contrast that with the way the bookkeeping project would be run if a 
consulting company that specialized in bookkeeping were contracted 
to do it. They would assemble a team of bookkeepers and assign 



a project manager to lead them. When the project was over, the 
team would dissolve, and the team members would go join other 
teams working for other project managers. That's how a projectized 
organization works. The team is organized around a project and not 
around a job function. 

V^/ Can I be an effective PM in a functional organization? 

r\. S ince project managers don't have much authority in a 
functional organization, it's hard to have as much impact in a 
functional organization as you would in a matrixed or projectized one. 

Of course, you can be good atyourjob in any kind of organization. 
But, for your company to really get the most out of having project 
managers on staff, it really pays for them to look into changing the 
way they balance power. The project managers who are accountable 
for project success or failure should also have the chance to 
influence the team, budget, and schedule for those projects. 



Q; 



Does the PMP exam favor any kind of organization? 



r\. When you're taking the PMP exam, if you see a question that 
mentions a PM, then you should assume thatthe question is asking 
about a matrix organization if it doesn't say up front which kind of 
organization is being described. Functional organizations are usually 
painted in a negative light because they tend to give less authority to 
project managers. 



«4 



BULLET POINTS: AIMING FOR THE EXAM 



Functional managers have all the power in a functional 
organization. Project managers have the power in a 
projectized organization. 

If a question on the exam doesn't state an organization 
type, assume it's referring to a matrix organization. 
That means the P M is responsible for making budgets, 
assigning tasks to resources, and resolving conflicts. 



Project coordinators and expediters don't exist in a 
projectized organization. 

A project expediter keeps track of project status only. 
A project coordinator has some authority, and usually 
reports to someone higher up in the company. Neither 
role has as much power or authority as a real project 
manager, even though an expediter or coordinator may 
have "Project Manager" written on their business cards. 
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ikv 

^ Here are a few excerpts from some of Kate's job interviews. Can you figure out what kind of 
^j&i. * organization each interviewer is representing? 

ExeftciSe 

Interviewer #1: We're looking for someone who can work with our development manager 
to deliver our products on time. We have a good programming team; 
they just need a little encouragement to meet their deadlines. You'll be 
expected to keep really good status meeting notes. If you run into any 
trouble with the team, just kick it back to the Dev Manager, and she'll 
address the problem. 

I | Functional Q Matrix Q Projectized 

Interviewer #2: We need someone who can manage the whole effort, start to finish. You'll 
need to work with the client to establish goals, choose the team, estimate 
time and cost, manage and track all of your decisions, and make sure you 
keep everybody in the loop on what's going on. We expect the project to 
last six months. 

I | Functional Q Matrix Q Projectized 

Interviewer #3: We have a project coming up that's needed by our customer service 

team. The project is a real technical challenge for us, so we've assembled 
a team of top-notch programmers to come up with a good solution. We 
need a project manager to work with the programming manager on 
this one. You would be responsible for the schedule, the budget, and 
managing the deliverables. The programming manager would have the 
personnel responsibilities. 

I | Functional Q Matrix Q Projectized 

Interviewer #4: Most of the work you'll be doing is contract work. You'll put together three 
different teams of software engineers, and you'll need to make sure that 
they build everything our customer needs. And don't forget: you've got to 
stay within budget, and it's got to be done on time! It's a big job, and it's 
your neck on the line if things go wrong. Can you handle that? 

| | Functional Q Matrix Q Projectized 
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interviewing with different organization types 




Here are a few excerpts from some of Kate's job interviews. Can you figure out what kind of 



__ , organization each interviewer is representing? 

ExenciSe TH««justiik e th. 

to leave. Jusi 

Interviewer #1: We're looking for someone who can work with our development manager gathering sta-tus 
to deliver our products on time. We have a good programming team; so^ds pve-bty 

they just need a little encouragement to meet their deadlines. You'll be 
expected to keep really good status meeting notes. If you run into any 
trouble with the team, just kick it back to the Dev Manager, and she'll 
address the problem. 



e 




7^^ Functional I I Matrix Q Projectized 



Interviewer #2: We need someone who can manage the whole effort, start to finish. You'll 
need to work with the client to establish goals, choose the team, estimate 
time and cost, manage and track all of your decisions, and make sure you 
keep everybody in the loop on what's going on. We expect the project to 
last six months. _ . vl#< c^ om 

faerfioAy moves *V-om 




in 



□ Functional □ Matrix fcj Projectized ^tfo^^t^. 

Interviewer #3: We have a project coming up that's needed by our customer service 

team. The project is a real technical challenge for us, so we've assembled 

a team of top-notch programmers to come up with a good solution. We 

need a project manager to work with the programming manager on ^ Shared authority 

this one. You would be responsible for the schedule, the budget, and ^ beWe* "the PM 

managing the deliverables. The programming manager would have the and -the -functional 

personnel responsibilities. manager. 

I | Functional ^J Matrix Q Projectized 

Most fcon-brattoirs 

Interviewer #4: Most of the work you'll be doing is contract work. You'll put together three av-e pv-o\ett»z*d: "the 

different teams of software engineers, and you'll need to make sure that PM builds -the -tea* 

they build everything our customer needs. And don't forget: you've got to and makes suv-e "the 

stay within budget, and it's got to be done on time! It's a big job, and it's y/ov-k yb done. 
your neck on the line if things go wrong. Can you handle that? w * 

Projectized 



I | Functional Q Matrix [5] 
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Kate takes a Hew job 





?CK 




Kate: Hi, Ben. I'm excited to be here. It's such a 
relief to be hired as a project manager, and not just 
a project expediter any more. 

Ben: We're excited too, since you'll be taking care 
of our main software development project. It's in 
maintenance mode right now. 

Kate: Sounds great. How do we handle that here? 

Ben: Well, we're constantly getting business reports 
from the field, and when people think of new ideas, 
we just add them to the project. 

Kate: Umm. . . So how do you know when you're 
done? 

Ben: We're never really done; we try to release new 
versions as often as possible. 



Kate's being asked to do o perational work 

Kate's spent a lot of time studying for the PMP exam, and the first 
thing she learned was that a project is temporary. When she sees 
ongoing work that doesn't really have a start or a finish, it's not a 
project at all. Ben asked Kate to do operational work, which has 
no beginning and has no end. Since there's no way to for Kate to 
know when she's done, it will be harder for her to be successful at 
her job. And that makes her nervous! 
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operational amplifier 



Fireside Ghats 




Tonight's talk: Operational Work and A Project spar over 
who's more valuable. 



Operational Work 

I've been meaning to sit down and talk to you for 
a while. 



Hey, don't knock that day-to-day work! It's your 
bread and butter. If I weren't here keeping the 
lights on, there 'd be no chance for you to go 
out and build all of the flashy stuff you do. It's 
thankless work keeping the buiness running, I'll 
give you that, but where would you be without me? 



Don't patronize me. I know you think you're pretty 
hot because everybody wants to know when you'll 
be done and how much you'll cost. But remember, 
you're temporary. When you're done producing 
your product, you close down and I'll be left to 
maintain the systems you create. Not only are you 
nothing without me, you have an expiration date. 
Still feel like a star? 



A Project 



Really? I thought you were too busy doing 
your day-to-day business to care too much 
about us projects. 



There you again... "thankless work." Give me 
a break. Eveybody knows that you represent 
all of the work the business does on an 
ongoing basis. You're the work that keeps 
the computers running, and the paychecks 
flowing. You're the systems upgrades and the 
maintenance... all of the work that has no 
definite beginning and end. 

You make it possible for me to break new 
ground. You're a great supporting player. You 
make it easy for me to be a star! While I'm out 
there expanding the business, you're making 
sure we can take care of our old stuff. Er, I 
mean, you're maintaining our core work. 



I'm out there every day making progress, 
building new products, and changing the way 
that you do business. Yeah, I do feel like a star. 
I'm sorry you can't see how important I am. I 
guess we'll just never agree on this one. 
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Stakeholders are impacted by your project 

Anyone who will be affected by the outcome of your project is a stakeholder. It's 
usually pretty easy to come up with the first few people on the list of affected people. 
The sponsor who's paying for the project, the team who's building it, and the people in 
management who gave the project the green light are all good examples. But it can get a 
little tricky as your project gets going. You might start with that core group of people and 
find that the number keeps growing as time goes on. As a project manager, it's your job 
to find all of the stakeholders who are influential in your project and keep them updated 
on where your project is going. Making sure that their expectations are managed can be 
the difference between your project succeeding and failing. 





*e start* ?»*>•** ™ 

Negative Stakeholders 

Not all of the people you're working with are rooting for your project to succeed. Sometimes, 
the people you're working with think that your project might bring negative consequences for 
them. Ben's worried that bringing any kind of planning into his company will slow down his 
team. Kate's going to have to manage his expectations and work with him to set goals 
that make sense to him if she's going to bring him around to supporting her work. You need 
to know what's motivating all of your project stakeholders if you're going to understand the 
influence they'll have over your project. 



^ 



It may sound like having 

a negative stakeholder 
\s a v-eally bad thing, 
but i-f t^ate LBr\ turn 
him av-ound "then he II 
be a great ally in -the 
-future- 



Identify Stakeholders 



One of the first things you'll do when you start a project is figure out who your stakeholders 
are and write down their goals and expectations in a Stakeholder Register. That's part 
of the Identify Stakeholders Process that you'll learn more about in Chapter 10 of this book. 
Even though you do that work up front, you'll find that new stakeholders are always popping 
up, and you'll need to make changes to your Stakeholder Register to include them as you 
learn about them. 



You II learn mov-e about 
hov/ the Identify 
Stakeholders" Yrottss 
helps you understand 
understand their goals 
and exfedtations in 
Chapter 10. 
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Kate can do better 



Pack to Kate's maintenance nightmare 

Let's figure out how things are working in Kate's new organization. . . 
and start to think about how we can improve things. 




Release 



A Wca ^ I Release / 

1 W J / 






m ?? 
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o» uscv -feedback. 



That's just the way our 
software development 
maintenance process has always 

worked. You mean there's 
something we can do to make it 
work better? 








What would you do to fix this problem? 
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Managing project constraints 

When Kate thinks about solutions, she's going to have to deal with 
the project's constraints. Every project, regardless of what is being 
produced or who is doing the work, is affected by the constraints of 
time, scope, cost, quality, resources, and risk. These constraints have a 
special relationship with one another, because doing something to deal 
with one of the constraints always has an effect on the others. 



Your rrojedt ™ll You »tt& to **a»ay 
always have -to stay ^e s to?e <* work 



/ou\r project 
will *tt& -to 
get done oh 
schedule. 



irtWi 



v/ renin 



a Wdyt 



you 



do $or tbc 



<o\ttXs 



ti« ?ee ? le a " d , 
the >«<w-k d««e- 



k 




I 



/•f your product 
docsh'-t do what 

* * apposed to do, 
you wont su££eed. 

Hi." 






^etk 



yeu»- 



** d«/ ^ 



T ^Co,t We Re ~ ftoallty 







one. 




l-f you don t manage all six donstv-aints at the' 
sa^e time, you risk managing in -favov- o-P just 

one Constraint. 



For Kate's project to succeed, she needs to think about the project 
constraints. If she doesn't manage these six constraints at the 
same time, she'll find that her project is either late, over budget, or 
unacceptable to her customers. 



Any time your 
project changes, 
you'll need to 
know now that 
change allects all 
oi the constraints. 
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Can you figure out the constraint that's causing the biggest headache for the project manager in 
each of these scenarios? 



The project was running late, so the project 
manager decided to release it on time even 
though it was missing some of its features. 

Constraint affected: 



The company didn't have enough money 
to invest in the project, so they had to 
draft people from other departments to 
work part time to get the job done. 



Constraint affected: 



The team wanted to add more testers 
to find defects, but the project manager 
overruled them. 



Constraint affected: 



About halfway through the project, 
the P M realized that the money was 
running out faster than expected. She 
went through the schedule to try to 
find ways to move up the deadline. 



A construction project manager assumed 
that the weather would cooperate with 
the plans to complete the job, but 
thunderstorms have derailed the project. 



Constraint affected: 



Constraint affected: 



The project manager didn't take software 
license fees into account, which caused 
the budget to balloon out of control. 



Constraint affected: 
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constraints affect each other 



!* 



w-i 







Can you figure out the constraint that's causing the biggest headache for the project manager in 
each of these scenarios? 



The project was running late, so the project 
manager decided to release it on time even 
though it was missing some of its features. 



Constraint affected: 



scope 



The ?M sUk ho ih c 
original budge-fc a*d 
schedule, bui released 
a f+odui h>ah wash ^ 
tomtit. TUah 
v*ca*\s ihc sfiope was 
zttttitd. 

The team wanted to add more testers 

to find defects, but the project manager 

overruled them. 



Constraint affected: 

quality 



A*y time youYe 
•talking about -tests 
and de-Cedts, youVc 
•talking about quality- 



The company didn't have enough money 
to invest in the project, so they had to 
draft people from other departments to 
work part time to get the job done. 



Constraint affected: 

resources 



Resources arc \>eop Ic or 
materials that you need 
(or youv- \> v-ojedt, and when 
you dut Corners you end uf 
.straining them. 



About halfway through the project, 
the P M realized that the money was 
running out faster than expected. She 
went through the schedule to try to 
find ways to move up the deadline. 



A construction project manager assumed 
that the weather would cooperate with 
the plans to complete the job, but 
thunderstorms have derailed the project. 



Theve art lots <£ v/ays 



Constraint affected: 

time 



*f * to change hov/ long 
^ if 



II take to do youv 
pvojett, but sometimes 
theve simp ly is* t 
enough time- 



Constraint affected: 

risk 




Whenever you make 
assumptions about a 
pv-o\ett> you've introducing 
visk. 



48 Chapter 2 



It's the pvojedt 
managev's job ho 
always look a-f tev 
the bottom line- 



The project manager didn't take software 
license fees into account, which caused 
the budget to balloon out of control. 



Constraint affected: 

-^cost 



These are the answers we thought fit best! 

Did you get different answers? That's okay! For this exercise, a good case 

can be made for almost any of the constraints. Don't worry about which 

answer is "right" for now - it's more important to get some practice 

thinking about projects in terms of constraints. And when you get to the 

actual exam questions, there will always be a clear, correct, BEST answer. 
Download at Boykma.Com 
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Dumb Questions 



VL« I've heard project constraints referred to as the triple 
constraint. But there are six of them here. What gives? 

r\. Some project managers focus on Cost, Scope, and Time as 
the main constraints of a project. But just thinking about those three 
constraints doesn't give a clear picture of all of the constraints you 
need to account for when planning a project. The important thing 
here is to understand that Cost, Time, Scope, Quality, Risk, and 
Resources are all related to each other. You need to pay attention to 
all of them and if you manage your project in favor of one of them, it 
will affect the others. 

VL- I've heard of an old saying: "Faster, cheaper, better- pick 
two," but doesn't that mean that there are only two constraints 
that you can manage at any given time? 

r\. No, that's an old (and somewhat cynical) project management 
saying. When a project manager says it to a customer or stakeholder, 
what he is saying is that there's no way to reduce cost, shorten the 
schedule, and increase quality all at the same time. At least one 
of those things absolutely has to give... but the saying is a little 
disingenuous! We already know that all six of the constraints are 
related to each other, and there's almost never an easy, obvious 
trade-off where you can sacrifice one to improve the others. 

V^/ What if I know that a change will impact just scope, but 
not schedule or cost or any of the other constraints. Can I go 
ahead and make it? 

r\i Whenever you are making a change that affects the project 
constraints, you need to be sure that the change is acceptable to 
your stakeholders. They're the people who will be impacted by your 
project. The term applies to your team, your customer, your sponsor, 
and anybody else who is affected by the change. 

A lot of project management is about evaluating what a change is 
going to do to your project constraints, and using that impact analysis 
to help stakeholders make choices about whatto do when changes 
come up. Sometimes a change that affects the quality of your product 
is completely unacceptable to your stakeholders, and they would 
rather delay the project than sacrifice the product's quality. 



V^/ I don't quite get this whole negative stakeholder thing. 
Why do I care about people who aren't helping me with my 
project? 

r\. Think of it this way: sometimes a project might have really 
good overall outcome for your company, but it might make some 
of the people who are impacted by it uncomfortable. (Here's a 
quick example: think about another project manager who won't 
get to use the resources he planned on because they're taken up 
by your project.) Change can be really hard for people to adapt to, 
and sometimes your stakeholders are not going to be happy about 
changes that your project is making. It's important to know how 
negative stakeholders feel and understand why they're resistant to 
your project. 

You need to identify and manage the expectations of all of the 
stakeholders who have influence over your project if you're going 
to succeed. So don't take it personally if there are people out there 
who aren't as enthusiastic about your project as you are. Use it as an 
opportunity to find out what your project can do to get buy-in from the 
negative stakeholders out there. 

V^ # You mentioned that if s possible to "turn around" a 
negative stakeholder. How does that work? 

r\. Today's negative stakeholders can become tomorrow's 
advocates if you make sure their needs are met. By listening to 
them, taking their needs into account, and making changes to your 
project so that those needs are satisfied, those previously negative 
stakeholders will feel good about what you're doing... and they'll 
often become your closest allies in the future. 

A stakekolder is anyone 
wko is aHected eitker 
positivel y or neg ativel y 
by tke cost, time, scope, 
resources, cruality, or 
risks oi your project. 
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setting project goals 



Kate makes some changes... 



She divides maintenance into releases, 
each with a well-defined start and a finish. 

... a*d ot\tt Be* saw -thai 
Kaic's dare-Pul placing made 
■the project 90 (asity, *o-fc 
slower, he s-fcopped bei*9 a 
negative s-takeholdev- a*d 
sta\r-ted be'mj a pv-ojed: 
advota-fce^ 
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She works with stakeholders to set scope goals that 
each release must meet. 




All these items r*us-fc be 
Completed beW the projed; 
£a* e*d. 



She manages the budget for each release and keeps 
the costs contained. 



Start 



1/2 Way 



P^dVoue^UW^be^o. 

RealV^ va ^ d ° WC ^ 
Wdyt h> ti* dollar 

Finish 




$3.68 
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... and her project is a success! 

Now the company knows when their products will be done, 
how much they will cost, and that the products will satisfy 
their customers... 



organizations, constraints, projects 




Thanks, Kate! 





.and that earns Kate and Ben bigf tonuses! 
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E%e&ci$e 

goiutlOH 



Kate spilled a hot cup of Starbuzz half-caf nonfat latte on her job-hunting checklist. Can 
you match the notes she scribbled at the bottom of the page to what's covered up by 
coffee stains? 



Job Hunting Checklist 
• ishodldhoveaathorityovermyprojecfs 

. I am allowed to assign work to people 

on my project team 
. I am m control of my projects budget 
• I focos on managing projects, 

not irrelevant tasks 
. I shouldn't spend my whote dag filing stuff 
- I can assign work to my project team 

without having to dear it with 

their bosses, 
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Organization Magnets Solutions 

In a functional organization, which is what Kate works in, 
project managers don't have the authority to make major 
decisions on projects. Projectized organizations give all of the 

ai i + h/^ri-K/ +r\ tho DM 



_j J authority to the PM. 



Can you work out which description goes with which 
organization type? 



\y\ a -functional 
organization, the "tea** 
yiorki*3 o^ -the \>ro\ett 



In tiiis kind o£ to^any, the tea* 
reports to the project manager, who 
has a lot *ore authority. 



V 



don't report direttly s)/ 

Functional Organization ^ e ™Jde£wts, Projectized Organization 

^: a*d the y «-<6« t- t ">anayr 



^. a*d -tKe project manager 
needs -to "borrow" tiio» 



, project managers need 
1 to clear major decisions 
with department managers 



o I PMs don't set 
*** I the budget. 



£or the projefct 



1. 



2. 



Teams are organized 
around projects. 



project managers choose 
the team members, and 
release them when the 
project is over. 



3. 



PMs spend half thei. 
time doing admin tasks 






3. 



Project managers 

estimate and track 

budget and schedule. 
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r Exam Questions 




1. Which of the following is NOT a Project Constraint? 

A. Quality 

B. Scale 

C. Time 

D. Cost 

2. A project manager is running a data center installation project. He finds that his stakeholder is 
angry because he's run over his budget because the staff turned out to be more expensive than 
planned. The stakeholder's unhappy that when the project is over, the servers won't have as much 
drive space as he needs. Which of the following constraints was not affected by this problem? 

A. Quality 

B. Resource 

C. Time 

D. Cost 

3. Which of the following is NOT an example of operational work? 

A. Building a purchase order system for accounts payable 

B. Submitting weekly purchase orders through a purchase order system 

C . Deploying weekly anti-virus software updates 

D. Yearly staff performance evaluations 

4. You're managing a project to build a new accounting system. One of the accountants in another 
department really likes the current system and is refusing to be trained on the new one. What is 
the BEST way to handle this situation? 

A. Refuse to work with him because he's being difficult 

B. Appeal to the accountant's manager and ask to have him required to take training 

C. Get a special dispensation so that the accountant doesn't have to go to the training 

D. Work with him to understand his concerns and do what you canto help alleviate them without 
compromising your project 

5. Which of the following is used for identifying people who are impacted by the project? 

A. Resource List 

B. Stakeholder Register 

C. Enterprise Environmental Factors 

D. Project Plan 
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6. Your manager asks you where to find a list of projects that should be managed together. What is 
the BEST place to find this information? 

A. Project Plan 

B. Project Charter 

C. Portfolio Charter 

D. Program Charter 

7. You want to know specifically which business goal a group of projects and programs are going to 
accomplish. Which is the best place to look for this information? 

A. Project Plan 

B. Project Charter 

C. Portfolio Charter 

D. Program Charter 

8. A project coordinator is having trouble securing programmers for her project. Every time she asks 
her boss to give a resource to the project he says that they are too busy to help out with her project. 
Which type of organization is she working in? 

A. Functional 

B. Weak Matrix 

C. Strong Matrix 

D. Projectized 

9. A project manager is having trouble securing programmers for her project. Every time she asks 
the programming manager for resources for her project, he says they're all assigned to other work. 
So she is constantly having to go over his head to overrule him. Which type of organization is she 
working for? 

A. Functional 

B. Weak Matrix 

C. Strong Matrix 

D. Projectized 
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r Exam fiufcsttms — 




1. Answer: B 

Scale is not a project constraint. The constraints are Scope, Time, Cost, Quality, Resource, and Risk. 

2. Answer: C 

There is no mention of the project being late or missing its deadlines in the example. The project was over 
budget, which affects the project's cost. The project won't meet the stakeholder's requirements, which is a 
quality problem. And the staff was more expensive than planned, which is a resource problem. 

3. Answer: A 

Building a purchase order system for accounts payable is a project. It's a temporary effort that has a unique 
result. 

4.Answer: D 



When a stakeholder is negatively impacted by your project, you need to manage his expectations and help 
him to buy into your project. 



5. Answer: B 

The stakeholder register is where you identify all of the people who are impacted by your project. 

6. Answer: D 

A program is a group of projects that should be managed together because of interdependencies. A 
program charter fits the description in this question. 

7. Answer: C 

A portfolio charter will give the business goal that a group of projects and programs will accomplish as part 
of a portfolio. 
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organizations, constraints, and projects 



8. Answer: A 

S ince the project manager has to ask permission from the functional manager and can't overrule him, she's 
working in a functional organization. 



9. Answer: C 

The Project Manager in this scenario can overrule the functional manager, so she's working in a Strong Matrix 
organization. If it were a projectized organization, she wouldn't have to get permission from the functional 
manager at all because she'd be the person with authority to assign resources to projects. 
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3 TKe process framework 



It all fits together 




All of the work you do on a project is made up of processes, once 

you know how all the processes in your project fit together, it's easy to remember everything 
you need to know for the PMP® exam. There's a pattern to all of the work that gets done 
on your project. First you plan it, then you get to work. While you are doing the work, you are 
always comparing your project to your original plan. When things start to get off-plan, it's your 
job to make corrections and put everything back on track. And the process framework — the 
process groups and knowledge areas — is the key to all of this happening smoothly. 
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a birthday surprise 



Cooking up a project 



When you cook something from a recipe for the first time, there are 
certain steps you always follow: 



Q First figure out what you're going to make. 





@ Then make all your plans. 



Make a shopping lis-t ok 
evevytWj) you need- 
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© Next, it's time to start cooking! 




Se-t i\\t oven -to 
a Wpera-tuv-e 
of *T5°F 



FS ^'g- 



= 



-■== 






-j* 



Cook 'cm uivfcil -thcyVc goldch 
^avouhd 0-/0 mihu-fces) 



*V* 



© Finally, you can give the cookies to a loved one. 
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a bird's-eye view 



Projects are like recipes 

All projects, no matter how big, or small, break down into 
process groups. Process groups are like the steps you use 
when following a recipe. 



Needs 




Initiating 
process group 




Planning 
process group 



This is where you -figure 
out what it is you 
need- a huge product, 
or maybe just some 
homemade Cookies. 



The* you initiate your 
project-researching a ^d 
deciding what You're aoina 
to build I to Uk\ the 
project's ^ds. 



Ne*t> you determine what 
"ingredients" you already have 
and whith ov\ts you still need- 
You'll -figure out where to get 
those missing resources, and 
think about what they'll tost- 
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This »s v/here the bulk o£ the 
pv-ojefct wov-k is done- 





Executing 

process 

group 



t 



Th»s is where you anally 
mi* the ingredients, ?*t "the 
dou^h on a tookie sheet \>o\> 
the sheet into the oven- 



\ 



& 



$* 

/••* 



Closing 
process ■ 
group 



Closing out a project means 
making sure you get paid... and 
dosing out a recipe means making 
sure you get to eat good W 



Success! 




Monitoring 
& Controlling 
process group 




Another large part o-P 
Project management is keeping 
*> eye on everything that's 
happening, and adjusting 
presses as needed. So ai 

Joure fixing, you chetk that 
the Consistency is right, and 

r k «P a » eye on the oven 
temperature while baking 
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just going through a phase 

If your project's really big, you caw manage it in phases 

A lot of project managers manage projects that are big, or complex, or simply need to be done in stages because of 
external constraints, and that's when it's useful to approach your project in phases. Each phase of the project goes 
through all Jive process groups, all the way from Initiating to Closing. The end of a phase is typically a natural point where 
you want to assess the work that's been done, so that you can hand it off to the next phase. When your project has 
phases that happen one after another and don't overlap, that's called a sequential relationship between the phases. 



you're managing a large web development project... 



Jsieeds 



•feeds J^^M 

— — — ^. 



1 



Creating -foirums and a f 

blog -for the site required { 
the same -team, so this x 

project fos sequential \ 

phases, whidh v»ea*s the \ 

sedohd phase dan't start s 

until the -first o*e ends. 




s 



The -first phase is to build 
the main web site -fov- a 
pvojett; when it's online 
and the site is up, the 
pvojedt manager delivers 
a Complete vesult that s 
ready to 50, and then 
starts ov\ the ne*t phase- 



Needs 



1 



£very phase must 30 through 
all -five process groups, whifch 
w.eans the new phase needs 
to be initiated - >st like a 
project: 



The -final phase 
wds dr\ online 
Contest to 
promote the site- 



Needs 



When your project has sequential phases, 
each phase starts after the previous phase 
is 100% complete. 
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1 



Eadh phase needs to 
Jo through the Closing 
processes when it's Complete- 




...and here's 
Where the 
project ends. 



the process framework 



Phases can also overlap 



Sometimes you need teams to work independently on different parts of the 
project, so that one team delivers their results while another team is still 
working. That's when you'll make sure that your phases have an overlapping 
relationship. But even though the phases overlap, and may not even start at 
the same time, they still need to go through all five process groups. 



Needs 'f^P^' 



This project has two 
overlapping ^ascs. |n this 
case, they don t start at 
the same time - the ftrst 
phase s team needs to get 
started keW the team 
-for the second phase- 



1 



.&- 



Success! 



/ 



The -first phase is set to deliver 
while the second is still executing- 
but -for some projects you might 
have a* overlapping phase that 
ends be-fore the previous phase- 
As a result, overlapping phases 
tan get pretty Complicated to 
manage.' That's why overlapping 
phases can increasejrisk, because 
your team might have h> do a lot 
of rework. 



Needs 



■V- 



1 



Whc* -the sctond phase 

bejiMi ii needs h> jo through 

the Initiating fvodess group 

independently, even though the 
Sinde M tea* is planning M Phase while ?, f** " ^^ "'" * he 

exerting another this «, e ans the whole ^ *"*"**• 

tea* (MCLMPW4 designers, testers, 
etc-.) is usually working at the sa».e ti»»e\ 

Iteration means executing one phase while planning the next 

There's a third approach to phased projects that's partway between sequential and overlapping. When 
your phases have an iterative relationship, it means that you've got a single team that's performing 
the Initiating and Planning processes for one phase of the project while also doing the Executing 
processes for the previous phase. That way, when the proceses in the Executing and Closing process 
groups are finished, the team can jump straight into the next phase's Executing processes. 

Iteration is a really effective way to run certain kinds of software projects. Agile software 
development is an approach to managing and running software projects that's based on the idea of 
iterative phases. 



This is a really good 
way to deal with an 
environment that's 
very [Anttria'in, or 
where there's a lot 
of rapid Change- Does 
this sound like any o£ 
the projects you've 
worked on? 



,4& 



xecuting 
process 
group 



\ 






Closing 
process 
group r~ 



t< 



While the team's in Executing -for the -first phase, 
they Ve also in Initiating and Planning -for the sttond one. 



When the team is done with 
the -first phase, the sttond 
ones already planned so 
they tan jump right into the 
Executing ^roUsscsl 



\ 




Initiating 
process group 



m ^^^ pro 

I groi 



Planning i 
process 
group 
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processes help you plan a trip 



Preak it down 



Within each process group are several individual processes, which is 
how you actually do the work on your project. The PMBOK® Guide 
breaks every project down into 42 processes — that sounds like a lot to 
know, but don't start looking for the panic button! In your day-to-day 
working life, you actually use most of them already. . . and by the time 
you've worked your way through this book, you'll know all of them. 



Taking a vacation is simple, even though there are several steps. 

Forty-four processes might seem like a lot to remember, but once you've been using 
them for a while, they'll be second nature — just like all the things you do without thinking 
when you go on a trip. 




O 

Simultaneous 



•bake a vataW / 

Figure out how much time you 
have off, how much money you 
can spend, and where you 
want to go. 

Find your flights and hotel information 
and put together an itinerary using a 
travel web site. 



Take your flight, stay in the hotel, see the 
sights. Enjoy yourself. 



Make sure you get the seat you want on 
the plane, your hotel room is clean, and 
the sight-seeing tours are worth your 
money. If not, complain, correct any 
problems that come up, and try to get 
better service. 

Gome home, pay all the bills, and 
write up your reviews of the trip for 
the hotel feedback web site. 



The ?imom 4uid e 
xy £<*respo»d k r 



© 

o 
o 



Develop project charter 



Develop project management plan 



Direct and manage project work 



Monitor and control project work 



Close project 



Pon'-t worry about 
memorizing "these 
process names *ow... 
you'll see a lot more 
o-f eath of -the™ 
throughout ^e book. 
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'rocess 



Magnets 



Below are several of the 42 processes. Try and guess which process 
group each process belongs to just from the name. We've done the 
first two for you. 




Initiating 
process group 



^\WI^^^ Planning 
m process group 



Develop 

Project 

Management 

Plan 



A Executing 
process 
hfc group 



Direct and 

Manage 

Project 

Execution 





Monitoring 
fr Controlling 
process group 



k process 
g\ group 




Identify 
Stakeholder 



3 



Identify Risks I 



Distribute 
Information 



Close 
Project 
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Tocess 



Magnets 



Below are several of the 42 processes. Try and guess which process 
group each process belongs to just from the name! 




Initiating 
process group 



Develop 
Project 
Charter 



I Identify 
Stakeholders j 



There ave only 
two yroltssts 
m the entire 
Initiating frottss 



Qjco\Ay 



Estimate 
Activity 
Durations 



This one v/as a little 

tvitky, but ^ Y ou k "? '" 
mind that the- £%etutin3 

pvofcess is v/hev-e you do 

youv- >wov-k, it »*akes 

»*ov-e sense- 



Some o£ these e^erpses 
y/v-o^! Making mistakes 



When a process J 
starts with -X 
w fcontv-ol," it's 
\>av-t of the 
Monitoring and 
Controlling 



are hard~and it's okf/ > ftet some answers 
actually hel^s you 



reww^ber. 



.osing 
process 
group 
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Anatomy of a process 



You can think of each process as a little machine. It takes the inputs — information 
you use in your project — and turns them into outputs: documents, deliverables, and 
decisions. The outputs help your project come in on time, within budget, and with high 
quality. Every single process has inputs, tools, and techniques that are used to do the 
work, and outputs. 



\w 



Inputs 



*Ws v,here you put all the mUaU 
V ou need to do your y/ork (like t^ ? latcs 
U you*- documents or polities a " d Ucs 
j that your tetany &>IUs-that kind 



All o-f the presses i h the 
like this. 




All the project 
wovk happens 
here. The tools 
and tefihhi^ues 
take the inputs 
and turn them 
into outputs. 



All the things you make during 
your project are outputs- 
dotuments, plans, schedules, 
budgets, and the actual product 
that you re building 
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input, tool, or output? 




harpen your pencil 



Think of the vacation we talked about on page 66 as a project, 
and each of its steps as a process. Here are some inputs, tools, 
and outputs that could be used in each of the vacation steps. Can 
you look at each of the underlined words and figure out if the 
words represent an input, tool, or output? (Here's a hint: some of 
them are an output from one process and an input for another.) 




Look at ea<* o£ tnese imderlmed 
tilings, and %** out tf it's a» 
i^ut output and/or -tool 

1. You log in and check your company's v acation calendar to see how much vacation time 
you have for your trip. 

□ Input □ Tool □ Output 

2. You create an itinerary on a travel web site. You'll use the itinerary when you board your 
flight. 

□ Input □ Tool □ Output 

3. You have some hotel reservation document s you created on the travel web site, too. You'l 
use those when 7ou check into your hoteir 

□ Input □ Tool □ Output 

4. You use a travel web site to book the plane, hotel, and sights you'll see on your trip. 

□ Input □ Tool □ Output 

5. You verify your bank account balance to make sure you have enough money to pay for 
everything. 

□ Input □ Tool □ Output 

6. You use a hotel feedback web site to review your stay in the hotel once you get back home. 

□ Input □ Tool □ Output 

► i^iswers on page 80. 
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These processes are meant to 
work on any type of project. 

The processes are there to help you organize 
how you do things. But they have to work on 
small, medium, and large projects. Sometimes 
that means a lot of processes — but it also 
ensures that what you're learning here will 
work on all your projects. 



tWeiare no 

Dumb Questions 



VL- Can a process be part of more than 
one process group? 

r\. No, each of the processes belongs 
to only one process group. The best way to 
figure out which group a process belongs 
to is to remember what that process does. 
If the process is about defining high-level 
goals of the project, it's in Initiating. If it's 
about planning the work, it's in Planning. 
If you are actually doing the work, it's 
in Executing. If you're tracking the work 
and finding problems, it's in Monitoring & 
Controlling. And if you're finishing stuff off 
after you've delivered the product, 
that's Closing. 



VL- Do you do all of the processes in 
every project? 

r\. Not always. Some of the processes 
only apply to projectized organizations or 
subcontracted work, so if your company 
doesn't do that kind of thing, then you 
won't need those processes. But if you 
want to make your projects come out well, 
then it really does make sense to use the 
processes. Even a small project can benefit 
from taking the time to plan out the way 
you'll handle all of the knowledge areas. If 
you do your homework and pay attention to 
all of the processes, you can avoid most of 
the big problems that cause projects to run 
into trouble! 



VL- Can you use the same input in 
more than one process? 



A: 



Yes. There are a lot of inputs that show 
up in multiple processes. For example, think 
about a schedule that you'd make for your 
project. You'll need to use that schedule 
to build a budget, but also to do the work! 
So that schedule is an input to atleasttwo 
processes. That's why it's really important 
thatyou^nte^iB^xactly how you use each 
process, so youfknow what its inputs and 
outputs are. _\, 

Youv domfa^y should have vedovds 
o-f all o-C -these yrottss dodumerrU 
a»d the stu# the PMs learad 
£rom doi»3 their projects. lAfe 
tall these thirds tt 0r$awzational 
Pvodess Assets/ 1 and you II see a lot 
o-f them m the »e*t dhapter- 
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outputs can also be inputs 



Combine processes to complete your project 

Sometimes the output of one process becomes an input of the next 
process. In the cookie project, the raw ingredients from the store are 
the outputs of the planning process, but they become the inputs for the 
executing process, where you mix the ingredients together and bake them: 




You'll need a tray to ?ut 

the Cookie dou^ on duvrnft 
the Cooking process. 



The output o£ the mixi*a 
proCess-the Cookie 
dough-becomes a* i h p u t 
to the Cooking yrotcss. 



The <£ mal output o<C the 
Cooking process is Cookies. 
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Knowledge areas organize the processes 

The process groups help you organize the processes by the kind of work you 
do. The knowledge areas help you organize by the subject matter you're dealing 
with. The following nine elements of the cookie process are the PMBOK® Guide 
Knowledge areas. 



The frotesses are or$aw«<* 
m two ways-the ?™ tess 
yovf s a« about few* you 
do -the wwk. a«d i^e 
knowledge areas are there 
.fc, y, e | ? you taie^oriz^ 
them a»d tel? y°» ,ear "" 



Integration Scope 



Making sure all the right parts of 
the project come together in the 
right order, at the right time 



Time 



Gould you have decorated the 
cookies? Or made more 
batches? 



Preparation and 
cooking time 



Quality 

Checking that 
the cookies look 
and taste right 



Communications 



Making sure you're not 
mixing metric and imperial 

measurements 




Cost 

Budgeting for the 
cookie project 



Human Resource 

Making sure your schedule 
is clear and your honey is 
going to be home on time 

Risk 



Gould you burn the cookies 
or yourself on the range? Are 
the eggs fresh? 



Procurement 

Selecting the right store to 
supply your ingredients 
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Knowledge Area Magnets 

Match the knowledge areas to each description. We've filled in a couple for you. 



Time 
Management 



D 



Coordinating all of 
the work so that it 
happens correctly. 
Making sure changes 
are approved before 
they happen. 



Figuring out what 
work needs to 
be done for your 
project. Making 
sure your end 
product has 
everything you said 
it would. 



Figuring out the 
time it will take to do 
your work and the 
order you need to do 
it in. Tracking your 
schedule and making 
sure everything gets 
done on time. 



Knowing how much 
you're able to invest 
in the project and 
making sure you 
spend it right. 



Making sure you 
work as efficiently as 
you can and don't 
add defects into 
the product. 



Risk 
Management 



Procurement 
Management 



Human Resource 
Management 



Quality 
Management 



] 
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C Communications l 
Management 



Getting the people to work 
on the team and helping 
them stay motivated. 
Rewarding them for a job 
well done and resolving 
conflicts that come up. 



Making sure that everybody 
knows what they need to 
know to do their job right. 
Tracking how people talk 
to each other and dealing 
with misunderstandings or 
miscommunications if 
they happen. 



Figuring out how to 
protect your project 
from anything that 
could happen to 
it. Dealing with the 
unexpected when it 
does happen. 



Finding contractors to help 
you do the work. Setting 
the ground rules for their 
relationships with 
your company. 



Scope 
Management 



Integration 
Management 



Cost 
Management 
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Integration 
Management 



Knowledge Area Magnets Solutions 

Match the knowledge areas to each description. 




This knowledge av-ca incudes 
presses -to direct and 
*»**a<$t project work as well 

as monitor and Control it 



Scope 
Management 



] 



Time 
Management 



D 



6M*/ '* ^out prevent^ 
de&frfcs and working 
efficiently 



Cost 
Management 



Quality 
Management 



] 



Coordinating all of 
the work so that it 
happens correctly. 
Making sure changes 
are approved before 
they happen. 



Figuring out what 
work needs to be 
done for you project. 
Making sure your 
end product has 
everything you said 
it would. 



Figuring out the 



Knowing how much Making sure you 



time it will take to do you're able to invest work as efficiently as 



your work and the 
order you need to do 
it in. Tracking your 
schedule and making 
sure everything gets 
done on time. 



in the project and 
making sure you 
spend it right. 



you can and don't 
add defects into the 
product. 



1+ you hail down your sCope in 
the beginning, you have a r*u£h 
better chanCe o( s^Ucss in 
-the end- 



A lot o-P people think that this 
«f « protect mahajer docs, 

b *trts only one o^he nine 
knowledge areas! 



ttow well you keep -to your 
budget can be -the diHerenCe 
between suddess and -failure +o 



between 
youv- project 
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Sbtfe the PMBOK® $uide to** 
pv-ojefctized orpwrabo"*. * ta lks 
about actually *r*»3 your team 

as a Pvotess, -too- People m «>ost 
o^zaWsdon'tytatha^e 

to do that- The team is o*te« 

deW>»ed by the W you get 

assigned to it- 



Human Resource 
Management 



C 



Communications 
Management 



7V»s one is another area -bV^a-b a lot 

<£ PMs don't nave muth e*reriende 
with. Its all about seleftfcma su^liers, 
tontvattors, and vendors, and setting 
u\> tontratts wth them. 



Risk 
Management 




Getting the people to work 
on the team and helping 
them stay motivated. 
Rewarding them for a job 
well done and resolving 
conflicts that come up. 



Making sure that everybody 
knows what they need to 
know to do the job right. 
Tracking how people talk to 
each other and dealing with 
gaps if they happen. 



fvojedt makers job- 



Figuring out how to 
protect your project 
from anything that 
could happen to 
it. Dealing with the 
unexpected when it 
does happen. 



Finding contractors to help 
you do the work. Setting 
the ground rules for their 
relationships with your 
company. 




*' sk M**9*»eni ear, also be 
about r»aki»g su* that you av-e 
m the right Position to lake 
f k dv f^o^the opportunities 
that tome your way. 
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tWei^re no 

Dumb Questions 

VL« So what's the difference between process groups 
and knowledge areas? 

r\. The process groups divide up the processes by function. 
The knowledge areas divide the same processes up by subject 
matter. Think of the process groups as being about the actions 
you take on your project, and the knowledge areas as the 
things you need to understand. 

In other words, the knowledge areas are more about helping 
you understand the PMBOK® Guide material than about 
running your project. But that doesn't mean that every 
knowledge area has a process in every process group! For 
example, the Initiating process group only has two processes, 
and they both show up in the Integration Management 
knowledge area. The Risk Management knowledge area only 
has Planning and Monitoring & Controlling processes. So the 
process groups and the knowledge areas are two different 
ways to think about all of the processes, but they don't 
really overlap. 



Qj 



Is every knowledge area in only one process group? 

r\. Every process belongs to exactly one process group, 
and every process is in exactly one knowledge area. But a 
knowledge area has lots of processes in it, and they can span 
some, or all, of the groups. Think of the processes as the core 
information in the PMBOK® Guide, and the process groups 
and knowledge areas as two different ways of grouping 
these processes. 



Q; 



It seems like the Initiating and Planning process 
groups would be the same. How are they different? 

r\. Initiating is everything you do when you first start a 
project. You start by writing down (at a very high level) what 
the project is going to produce, who's in charge of it, and what 
tools they need to do the work. In a lot of companies, the 
project manager isn't even involved in a lot of this. Planning 
just means going into more detail about all of that as you learn 
more about it, and writing down specifically how you're going 
to do the work. The Planning processes are where the project 
manager is really in control and does most of the work. 



Process groups and 
knowledge areas 
are two diiierent 
ways to organize the 
processes... tut they 
don't really overlap 
each other! Don't get 
caught up trying to 
make them 
lit together. 
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The benefits of successful project management 




Take a moment to digest all this new knowledge, because 
you're going to start putting it all into practice when we take 
a look at Project Integration Management in Chapter 4. 
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larpen your.pencil — 

lk r Solution 



Think of the vacation we talked about on page 48 as a project, and 
each of its steps as a process. Here are some inputs, tools, and 
outputs that could be used in each of the vacation steps. Can you 
look at each of the underlined words and figure out if the words 
represent an input, tool, or output? (Here's a hint: some of them are 
an output from one process and an input for another.) 



1. You log in and check your company's v acation calendar to see how much vacation time 
you have for your trip. "^ ~ 




Input 



□ Tool 



□ Output 



2. You create an itinerary on a travel web site. You'll use the itinerary when you board your 

. , Thc itinev-av-y was ah output o-P the 

y rL_^ ^ Develop Project Management Plan 

Input □ Tool j£\ Output P^dess but an input to the Div-edt 

( and Manage Pv-ojefrfc l/Vbv-k process. 

3. You have some hotel reservation document s you created on the travel web site, too. You'll 
use those when 7ou check into your hotelT" 



Input 



□ Tool 



( 



Output 



4. You use a travel web si te to book the plane, hotel, and sights you'll see on your trip. 

^ This one wds the "tool you 

Output USC( * "k° k 00 ^ Y ouv " "tickets 



□ Input l^Tooi^" □ 



and hotel reservations. 

5. You verify your ban k account balance to make sure you have enough money to pay for 

everything.. " " " ^ ^ ^ ^ ^ ^ ky>ov/ 

how r*udh you dould spend on 
Jnput O TOOl Q Output . youv- tvip. It's av\ input- 




6. You use a hotel feedback web site to review your stay in the hotel once you get back home. 

Tool □ Output 



□ Input 



rtev-e's the tool you used h> give 
-feedback about youv- hotel in the 
Close Pv-ojedt pv-odess. 
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r Exam Questions 



1. You're a project manager working on a software engineering project. The programmers have 
started building the software, and the testers have started to create the test environment. Which 
process group includes these activities? 

A. Initiating 

B. Planning 

C. Executing 

D. Closing 

2. Which of the following is not a stakeholder? 

A. The project manager who is responsible for building the project 

B. A project team member who will work on the project 

C . A customer who will use the final product 

D. A competitor whose company will lose business because of the product 

3. A project manager runs into a problem with her project's contractors, and she isn't sure 
if they're abiding by the terms of the contract. Which knowledge area is the BEST source of 
processes to help her deal with this problem? 

A. Cost Management 

B. Risk Management 

C. Procurement Management 

D. Communications Management 

4. You're a project manager for a construction project. You've just finished creating a list of all of 
the people who will be directly affected by the project. What process group are you in? 

A. Initiating 

B. Planning 

C. Executing 

D. Monitoring & Controlling 

5. Which process group contains the Develop Project Charter process and the Identify 
Stakeholders process? 

A. Initiating 

B. Executing 

C. Monitoring and Controlling 

D. Closing 
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Exam Questions 



6. Which of the following is NOT a project? 

A. Repairing a car 

B. Building a highway overpass 

C. Running an IT support department 

D. Filming a motion picture 

7. A project manager is running a software project that is supposed to be delivered in phases. She was 
planning on dividing the resources into two separate teams to do the work for two phases at the same time, 
but one of her senior developers suggested that she use an Agile methodology instead, and she agrees. Which 
of the following BEST describes the relationship between her project's phases? 

A. Sequential relationship 

B. Iterative relationship 

C. Constrained relationship 

D. Overlapping relationship 

8. Which of the following is NOT true about overlapping phases? 

A. Each phase is typically done by a separate team 

B. There's an increased risk of delays when a later phase can't start until an earlier one ends 

C. There's an increased risk to the project due to potential for rework 

D. Every phase must go through all five process groups 

9. You're the project manager for an industrial design project. Your team members report to you, and you're 
responsible for creating the budget, building the schedule, and assigning the tasks. When the project is 
complete, you release the team so they can work on other projects for the company. What kind of organization 
do you work in? 

A. Functional 

B. Weak matrix 

C. Strong matrix 

D. Projectized 

10. You're a project manager working in a weak matrix organization. Which of the following is NOT true? 

A. Your team members report to functional managers 

B. You are not in directly charge of resources 

C . Functional managers make decisions that can affect your projects 

D. You have sole responsibility for the success or failure of the project 
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the process framework 

faster* 



1. Answer: C 

The Executing process group is the one where the team does all the work. You'll get a good feel for the 
process groups pretty quickly! 



2. Answer: D 

One of the hardest things that a project manager has to do on a project is figure out who all the 
stakeholders are. The project manager, the team, the sponsor (or client), the customers and people who 
will use the software, the senior managers at the company- they're all stakeholders. Competitors aren't 
stakeholders, because even though they're affected by the project, they don't actually have any direct 
influence over it. 



3. Answer: C 

The Procurement Management knowledge area deals with contracts, contractors, buyers and sellers. If 
you've got a question about a type of contractor how to deal with contract problems, you're being asked 
about a Procurement Management process. 



4. Answer: A 

People who will be directly affected by the project are stakeholders, and when you're creating a list of 
them you're performing the Identify Stakeholders process. That's one of the two processes in the Initiating 
process group. 



5. Answer: A 

The first things that are created on a project are the charter (which you create in the Develop Project 
Charter process) and the Stakeholder Register (which you create in the Identify Stakeholders process). 
You do those things when you're initiating the project. 
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Exam Qugs^igws — 



6. Answer: C 

The work of an IT support department doesn't have an end date- it's not temporary. That's why it's 
not a project. Now, if that support team had to work over the weekend to move the data center to a 
new location, then that would be a project! 



I see— so even when 
something is a process and 
not a project, there could 




be projects related to it. 



7. Answer: B 

Agile development is a really good example of an iterative approach to project phases. In an Agile 
project, the team will typically break down the project into phases, where they work on the current 
phase while planning out the next one. 
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the process framework 

faster* 



8. Answer: B 

If there's an increased risk of a project because one phase can't start until another one ends, that means your project 
phases aren't overlapping. When you've got overlapping phases, that means that you typically have multiple teams 
that start their phases independently of each other. 

Also, take another look at answer C, because it's an important point about overlapping phases. When your 
phases have an overlapping relationship, there's an increased risk of rework. This typically happens when one 
team delivers the results of their project, but made assumptions about what another team is doing as part of their 
phase. When that other team delivers their work, it turns out that the results that both teams produced aren't quite 
compatible with each other, and now both teams have to go back and rework their designs. This happens a lot 
when your phases overlap, which is why overlapping phases have an increased risk of rework. 



9. Answer: D 

In a projectized organization, the project manager has the power to assign tasks, manage the budget, and release the 
team. 



10. Answer: D 

In a weak matrix, project managers have very limited authority. They have to share a lot of responsibility with 
functional managers, and those functional managers have a lot of leeway to make decisions about how the team 
members are managed. In an organization like that, the project manager isn't given a lot of responsibility. 

That's ^r'" 1 ^ 
■ m a ^eak «,atr«*- 
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4 ftoject Integration management 



Getting the job done 




Want to make SUCCeSS look easy? It's not as hard as you think. In this 
chapter, you'll learn about a few processes you can use in your projects every day. Put 
these into place, and your sponsors and stakeholders will be happier than ever. Get 
ready for Integration Management. 
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larry gets a client 



Time to book a trip 



Everyone in the Midwestern Teachers' Association has gotten 
together and planned a trip — a tour of Asia and Europe, starting 
with Mumbai, India and ending up in Paris, France. 



Acme 
Travel 
Agency 



\> 



Uvv-7, iV>e Users' 
■travel ayn-t 




Larry's cutting corners 

Larry wants to dive into the project and make his 
clients happy. When he sees an opportunity to save 
them money, he takes it! But sometimes the cheapest 
way to do things isn't the way that will end up 
satisfying everyone. 




Joarme a»d Fir-anl^ 
Y/ev-e "volunteered'' -to 
or^awac the -bri? 
by the othev etyWt 
teasers i* the you?- 
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The teachers are thrilled... for wow 



integration management 



Larry convinces the teachers to travel in June because of the great price he got on 
tickets. But he's not really planning for the results of that decision — and neither 
are the teachers. 

One of the keys of project management is thinking a project through before 
starting the work, so problems that could arise down the line are anticipated 
ahead of time. That's why so much of project management is spent planning. 




U\r\ry may thi*k this 
■Wary is a plan, but it 
doesn't detail a*y o-P the 
problems that dould av-ise 
oh the teadhev-s' vacation. 



Uinry Gauged the date to 
Ju»e, a*d how the project's 
<W.*9 j h wa y Uhdcv . budget. 
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larry hung his clients out to dry 



These clients are definitely wot satisfied 

When the clients arrived in Mumbai, they found out why the fare was so low: 
June is monsoon season in India! Larry may have saved them a bundle, but it 
didn't keep him from soaking his clients. 



&» to^v. to *-»*? 

aot to» tove e* 3 " 1 '/ 

Ito. L*^ ***** *?* 
„e« »o ? Us to deal «tt 

to fa*"* rtm " 




Larry's been let go 



From the minute they got off the plane, the clients were extremely 
unhappy The senior managers at Acme Travel don't want to lose the 
teachers' business. . . so they've appointed YOU as the new travel agent. 

It's your job to finish planning the trip, and make sure that the teachers 
leave their vacation satisfied. 
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The day-to-day work of a project manager 

Project managers make projects run well. They plan for what's going 
to happen on the project. A big part of the job is watching closely to 
make sure the plan is followed, and when things go wrong, making sure 
they're fixed. And sometimes the plan itself turns out to be inadequate! 
Project managers look for those kinds of problems, and fix them 
too. That day-to-day work is what the Integration Management 
processes are all about. 




First you get assigned 
to a project 



Hen's whe^ every 
projeti or 7 

suk -^U C3 i hS 



This is done by 
the yrottss 
\y\ the Initiating 
eyroup " 



Then you plan out all the 
work that will get done 



A bird Veyc view of a project 

Every project follows the same kind of 
pattern. First it gets initiated, then planned, 
then executed (and monitored), and finally 
closed. That's why the process groups are 
so useful — they're a good way to think 
about how you do the work. 

For a large project, you'll often see this 
pattern repeated several times. Each major 
chunk of deliverables is treated as its own 

C sub-project that goes through all of the 
process groups and processes on its own. 
So y° u ^ys »eed to 
«e the protesc. i„ fte 
^U<K, h9 9 r oup; CVCh whch 

larger project 



Three Executing a*d 

processes make suv-e the 
project r»Y>s smoothly 



Then you make sure the 

^ work is done properly, 

dealing with changes 
along the way 



And once it's finished, 
you close out 
the project 
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The six Integration Management processes 

The PMBOK® Guide divides Integration Management into six processes that 
you need to understand for the exam. They're what people usually think of as a 
project manager's "core" responsibilities. 



O develop Project Charter 



The very first thing that's done on a new project is the 
development of the project charter. That's the document that 
authorizes you to do your work. But you're not always involved in 
making it — oftentimes it's handed to you by the sponso r. 






The sponsor is i\\t 
pev-son who \>3Y S 
-for -the project 



fV^Wthe authority 

tofely our tea* what to do 
*»a wheh {o do it , 




Develop 
Project Charter 



? 



© develop Project Management Plan 



The project management plan is the most important document in the 
entire PMBOK® Guide because it guides everything that happens on 
the project. It spans all of the knowledge areas. 



Develop Project 
Management 
Plan 



that .t tells you how -to handle *ha*a C s when 
problems dome up 




IK IS 



O Pirect and Manage Project Execution 

After you're done planning, it's time to do the work. Your job is to 

make sure that everybody is doing what they should be doing, and 

that the products or services your project creates meet the needs of the yS f ^ <£ 

stakeholders. ^ & ^J^^^ 

avc as ^^r^W^ * oV * 

tea* 



&o and 
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tee? ev e v- 7 o«e satisfied ty «UW«S 

O Monitor and Control Project Work ? ™u«».s as early as ?*«««• 



A good project manager is constantly monitoring every single thing that 
goes on in the project. Remember, the later you find a problem, the 
harder and more expensive it usually is to fix. 



*> 



0u< . you t** p^, ihh 

O Perform Integrated Change Control y shou,d be ** ed *t aii. 

Once you've found problems on your project, you've got to work with your 
stakeholders and sponsors to figure out how to deal with those problems. 
You should also update your project management plan to reflect any extra 
steps you'll need to take to complete the project. Updating the project 
management plan also makes sure everyone working on the project stays on 
the same page. ^ 



O Close Project or Phase 



Keep ah eye out lor j>otential ^a^es. Part 
o+ your job is helping the people around you 
anticipate Changes, a*d r»aybe even prevent the*. 



The last thing you do on the project is close it out. Make sure you 
document everything... especially the lessons you and your team have 
learned along the way. You can never tell when these lessons may help 
you out on your next project. 
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start your project 




harp your pencil 



Here are a few of the things you might have to deal with in 
working on the teachers' vacation trip. Figure out which of the six 
Integration Management processes you'd use in each situation, 
and write down the process name in the blank. 



It turns out that one of the teachers is a vegetarian, so some of the 
restaurant reservations will need to be canceled, and new reservations 
will need to be made at restaurants that can accomodate him. 



Develop Project 
Charter 



© 



You come up with a detailed description of everything that 
you plan to do to get the teachers where they want to be. 



The CEO of Acme Travel sends you a document that 
assigns you to the project. 



You check in with the teachers at each destination to 
make sure everything is going according to plan. 



When the teachers get back, you write up everything you 
learned while handling the trip so other travel agents can 
learn from your experience. 



O 



You book the tickets and hotel accommodations. 



Develop Project 
Management Plan 

Direct and Manage 
Project Execution 

Monitor an J Control 
Project Work 



Perform 
Integrated Change 

Close Project 
or Pkase 



-► ifciswers on page 137 
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Start your project with the Initiating processes 

All you need to get your project started are the only two processes in the 
Initiating process group. First, the Develop Project Charter process 
tells everyone in the company why the project is needed, and gives you 
the authority you need to make it happen. Then you use the Identify 
Stakeholders process to figure out who is affected by the project and 
how to communicate with them. 



integration management 




Information about 
your company 



Customer or 
> company needs 




Everything you know 

about the work that 

needs to get done 



The ^ojcdUto^er ,$ 

ovodess and the m?ut to the 
sedond- It -cans the Yroftt 
oWii'ialty starts and you « 
authov-i^d to v/o^rk on it 



Initiating 
process group 



Project Charter 





l/Vatdh out! Identify 
Stakeholders is NOT 
in the Integration 
Management knowledge 
area. 



The Identify 
Stakeholders fvoficss 

is ^ avt of the 

Qommuni^ boDi- 
J^ Q >«led<\c Are a- So 
y,e II talk about it 



m mov-e detail in 
Chapter 10. 



<^ 



;> 



Now you can start 

planning the scope, 

schedule, budget, 

risks, and more... 



You also create an output called 

the Stakeholder Register that 

lists all of your stakeholders. 
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the big picture 



Integration management and the process groups 

Here is how the process groups all fit into this whole Integration 
Management thing. The process groups show you the order in 
which these things happen, and how the processes interact. 






Needs 



)> 





Initiating *^ ^P ^^ Planning 



O Develop ^ © Develop Project 

Project Charter Management Plan 

r 

The £ha\rte\r gives you 

the authority you Planum^ Y°^ yrojtti 

need -to do the wov-k. */ill ^ake sure youVe 

prepared -for problems 
and thanes. 

The Integration Management knowledge area brings all of the process groups together. A 
project manager has to integrate the work of everyone on the team through all of these 
major activities to keep the project on track: 

1. Being authorized by the project charter to control the budget and assign 
resources 

2. Planning all of the work that's going to happen throughout the project. 

3. Directing the work once it gets started 

4. Monitoring the way the work progresses and looking for potential problems 

5. Looking out for changes, understanding their impacts, and making sure they 
don't derail the project 

6. Closing out the project and making sure that there are no loose ends when ifs 
over 
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integration management 



£ result o$ fce fr^ 




Executing 



4/ 
/ 

I 

I 



/0 Direct and Manage 
# Project Execution 

t 

— Manage the 

y/ov-k so it gets 
done eWiriewtly. 





Monitoring and 
Controlling 





Success! 



Q Close Project or 
Phase fc 

Closing out the 
project makes sure 
you get paid-a*d 
moire importantly, 
that you have a 

£ha*£e "to write down 
all the lessons you 
leaded along the way. 



Monitor and control 
project work r 

t+M y look U * 



erform Integrated 
Change Control 



You need to make sure 
that you make 0M-V 
those thanes that are 
necessary and Will help 
your project- 
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The "Pevelop Project Charter" process 

If you work in a matrixed organization, then your team doesn't report to you. 
They report to functional managers, and might have other work to do. But 
when they're on your project, you're effectively their boss. So how do you make 
that happen? Well, you need some sort of authorization, and that's what the 
project charter is for. It says exactly what you're authorized to do on the project 
(like assign work to the team members and use the company's resources), and 
why you've been assigned to it. But the charter isn't just important for matrixed 
companies. In any kind of company, it's really important to know who's in charge, 
and what resources you have available to you when you manage a project. 




Initiating 
process group 



The -Leathers' tonh-ati 
said that they needed to 
50 -to Asia and t\*-o\t (or 
f]^fOO pev pevso*. y° u ^ 
better make suv-e that 
shows up ot\ -the dhav-tev-. 



tt < PfeW (■ i ■?? *"' fc ~ 



Contract 



1 




(where applicable) Bus j ness case 




Project 

□ 

Statement of Work 




Enterprise 
Environmental Factors 



7 



Atme Travel, W* "«* 6ultw,re 
v,ill atfetf't At At«*. < w Y°" e 
«ts a two-ho** lw«£K eve^dav, so 
the schedule W.1I «eed to take that 

into afctount 







Organizational 
Process Assets 



Inputs 




While he was writing the charter, J 
the C£0 looked at lessons leaded 
W past trips fe be sure that 
M*e got the best airline and hotel 
adeon^odations **• the teachers' trip. 



—nnfl 



Develop Project Charter 
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Make the case for your project 

The Midwestern Teachers' Association contract wasn't the only one that Acme 
could have taken. They've got more work than they can handle right now, and 
occasionally they need to turn away a client. That's where a business case 
comes in handy. If a project is too risky, won't make enough money, isn't strategic, 
or isn't likely to succeed, then the senior managers at Acme could choose to pass 
on it. 

But to figure all that out, you need to do some thinking about what makes taking 
on this project a good idea for Acme Travel. Preparing a business case means 
thinking about the value of the project to business. Is there a big market for world 
travel packages that Acme can break into if it does this project? Should they do it 
just because the customer requested it? Will it help the company in other ways? 



Acme 



BUSINESS CASE DOCUMENT 

Midwestern Teacher's Assocation World Tour Tr3VGI 

Project Description: A group of teachers from Minnesota want to take a trip 
around the world, starting with Mumbai, India, and ending somewhere in Europe. 

Strategic Analysis: Taking on this project would give Acme Travel Agency 
an edge over most of the other travel agencies in town who don't offer travel 
packages to southeast Asia. The only travel agencies in the area that offer this 
kind of package charge about $500 more for the package than our clients are 
willing to pay. By offering the package at the cost the Teacher's Association has 
suggested, we'll make around $700 profit on the trip and still be able to undercut 
the closest competition. */ 

Intangible Benefits: The agents who work on this trip will gain experience 
booking travel in Asia and that will help us with some other prospects that have 
expressed interest in similar trips. 

Related Projects: This project is similar to the 2007 Handbell Enthusiasts 
E uropean Tour we managed. If all goes well, we should be able to use the <^ 
outcome of this project as leverage to win the travel planning job for the 
Midwestern High School Horiticulture Club World Tour that's coming up in 2011. 

Conclusion: It's in Acme's bestinteresttodothis project. 



Will **ake the 
domf any money. 



f\t*»t needs 
move As»a Travel 

sfCfcialists. This 
Y vojedt will hd? 
iva'm "them. 



A Business 
Case document 
says why it's 
wortk it to 
spend money 
on tke project 




ii Doing -this project 
will no-fc only pvo-Pi-fc 
"the tonxyayy, bu-fc 
•^iglvfc win it 
-fu\r-the\r business. 
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select the right project 

Use expert judgment to get aw outside 
opinion 

When you think about it, a lot of different people's opinions can help your 
company come to a good decision about whether or not to get a project 
started. Sometimes a project sponsor will call on experts to help them decide 
which projects to do. At Acme Travel, the GEO called a meeting with the VP 
of Asia Travel to make sure that the teacher's trip was worth doing. The VP 
of Asia Travel had set up trips like this one before and he knew where things 
could go wrong in planning them. Together, they looked at all of the project 
documentation to make sure that this project looked like it would make Acme 
enough money to be worth doing. 



m 






Your company might need to talk to subject matter experts from a 
bunch of different departments to decide if a project will be beneficial 
to them. They might rely on outside consultants or industry groups to 
tell them how other companies have solved the same problem. All of 
those different opnions are called Expert Judgment. 

If the experts agree that the project's business case, contract, and 
statement of work all add up to a product that's going to do good 
things for your company, they'll usually give the green light to write 
the charter. 
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ExendSe 



Here are a bunch of ways Acme evaluated the inputs for the Develop Project Charter Process. Try 
to figure out which ones involve Expert] udgment and which don't. 



1. Acme Travel creates a committee to review all of the Business Case 
Documents that have been submitted for possible projects and compare 
them to figure out which projects should be funded in the next quarter. 

A. Yes B.No 



2. Acme hires an outside consultant to help them figure out whether or 
not their current strategic goals are the right ones for the company. 



A. Yes B.No 



3. Acme asks the VP of Asia Travel to review the business case for 
the Midwest Teacher's Association trip and decide whether or not the 
projected costs and schedule look right. 

A. Yes B.No 

4. Acme installs portfolio management software to help them evaluate 
all of their project proposals and decide which ones are most likely to 
benefit the company. 

A. Yes B.No 



5. The travel agent who is assigned to the project writes a business 
case for the project. 



A. Yes B.No 



► i^Swersonpage138. 
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project charter up close 



A closer look at the project charter 

The charter is the only output of the Develop Project Charter process. 
We know that it makes sense to do the project — that's what we did with 
the business case. And we know that it assigns authority so that you can 
do your job. But what else does a charter have in it? 



The Charier assigns you -the a uthority -to use 
resources, like people ok your -tea*, Copiers, 
o\\\tt e«\uipi*e>rrb £oK-fere*£e v-oor*s— -the ihmjs 
you heed -to jei "the job done. 




Outputs 



i 




Project Charter 

ProjectDescription: World vacation ir .4 ^eeks ^ ^ m with 

Agency to make their dream a reality. 

Summary Milestone Schedule 

June 13-20-Mumbai 
June 24-29-Shanghai 
J uly 5-8— Barcelona 



Acme 
Travel 



Larry should have paid 

a-t-ten-tioh -to -this i*Porr*a-tioK. 

otf Malty assays the m 
vb taw be *rVtte*Wr** 
the PM > s cVC * i"* ^*' 



June 20-23-HongKong 
June30-July4-Rome 
j uly 9- 14- Paris 



we id receive around $700 per person ,n profit. 



SIGNED, 
"CEO," Acme Travel 



sponsor, but rt**/ 

-^4- has wore tnan 

one- 



decide ^Y-** 6 ^ 

oy-o\e£t- 
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your pencil 



Take a look at the charter for the teachers' trip, and write down 
what you think each of the following sections of a typical project 
charter is used for. 



Project Description: 



Project Requirements: 



Assigned Project Manager and Authority Level: 



Summary Milestone Schedule: 



Business Case: 
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get some practice 




harpen your pencil 
Solution 



Project Description: 

The purpose of the project^ 

Project Requirements: 

describes the product your 
project has to make 



Assigned Project Manager and Authority Level: 

Who the project manager is and 
what be has to do 



Take a look at the charter for the teachers' trip, and write down 
what you think each of the following sections of a typical project 
charter is used for. 



This is a Ki^K-lcvcl description o-f the goals 
o-f your project- It's usually a -few sentences 



o* youv- projecc- i*cs usually a -few sentences 
•thai describe -the project's main purpose- 



Summary Milestone Schedule: 

A list of dates that your 
project weeds to meet 



<- 



Business Case: 



Why your company has 
decided to do this project 



Aw/tiro* you know thattheCusW, 
staked, or sponsor ejects to yt 
out oUhe project should go here- 

This is where you've assigned -to the project- l-f it's 
known who is going -to be the project manager, -the name 
o-f -thai fevsoh is noted- Otherwise, you may just have 
a department listed that you know the PM will dome 
-from. This is also where any speCi-f ic decision-making 
authority you might need Ld* be described. 



These are any dates that your project must 
hit in order to be suCCess-ful- This is usually a 
" very high-level schedule— you haven t assigned 
rtsowtts or done any planning yet, so there's 
ho way to know anything but really generic 
details when the charter is written- 



This section lists the reasons why it makes 
s^se -for your business {x> do this project 
You might note the return on investment, 
building infrastructure, goodwill with 
clients, or anything else that will help people 
understand why this project is important 
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Two things you'll sec over and over and over.. 

There are two inputs that you'll see repeatedly for a bunch of different processes 
throughout the rest of the book. Enterprise Environmental Factors are anything 
that you need to know about how your company does business. And Organizational 
Process Assets have information about your projects: how people in your company 
are supposed to perform them, and how past projects have gone. 




Enterprise 
Environmental Factors 



Enterprise Environmental Factors tell you about 
how your company does business. 

There's a lot of information about your company that will be really 
useful to you when you're planning your project. You need to know 
how each of the different departments operates, the market conditions 
you're working in, the company's overall strategy, any policies you 
need to work with, your company's culture, and all about the people 
who work at the company. 

One of the Enterprise Environmental Factors you'll use in the 
Integration Management processes is the work authorization 
system, which determines how your company assigns work to people 
and ensures that tasks are done properly and in the right order. 




Organizational 
Process Assets 



Organizational Process Assets tell you about how 
your company normally runs its projects. 

Every company has standards for how to run their projects. There 
are guidelines and instructions for managing projects, procedures you 
need to follow, categories for various things you need to keep track of, 
and templates for all of the various documents that you need to create. 
These things are usually stored in some sort of library. 

One of the most important organizational process assets is called 
lessons learned, which is how you keep track of valuable historical 
information about your project. At the end of every project, you sit 
down with the project team and write down everything you learned 
about the project. This includes both positive and negative things. 
That way, when you or another project manager in your company 
plans the next project, you can take advantage of the lessons you 



A&foqr^tt* 


^<%>^W^1* 


Can you think of how these would be useful for starting and planning your project? 
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no dumb questions 



tJiereiare no 

Dumb Questions 



% 



I've never had a project charter. Is it really necessary? 



r\. Yes, definitely. Have you ever been on a project where you 
didn't feel like you had enough authority to do your job? The project 
charter gives you the authority to manage your project. Every project 
should have a charter, and writing the charter is the first thing that 
should happen on any project. 

VL- Wait a minute! How can I be the one writing the charter, 
when it's what gives me all of my authority and I might not even 
be assigned to the project yet? 

r\. Right, you're not usually going to write a charter. The charter is 
usually handed to you. The project sponsor usually writes the charter. 
And it's always easy to tell who the project sponsor is: the sponsor is 
the person who pays for the project, and comes up with the project's 
overall goals. 



Q.: 



I'm still not sure I get the idea behind a business case 
document. How's that different from the project charter? 

r\. The business case is a description of whatyour company 
is trying to get out of the project- like how much money you're 
planning on making from the project, how it will benefit parts of your 
organization, and future business you might gain from the project. 

The project charter is a high-level description of your project. It tells 
you-and anyone else who needs to know about your project- what 
you'll be delivering, including a really high-level description of what it 
is that you'll build. 

A really important difference between them is that the project charter 
is what authorizes the project manager to do the work, while the 
business case helps give justification for the project. You can think of 
the business case as the background research that had to be done 
in order to make sure the project was worth doing, and the project 
charter as the thing that formally announces the decision to do it. 

V^/ I'm still not clear on who the sponsor is. How's that 
different than the customer? 



A: 



The sponsor is the person (or people) paying for the project. 



The customer is the person who uses the product of the project. 
Sometimes the customer is the same person as a sponsor. This is 
often true in consulting companies. For the teachers' project, the two 
sponsors are the CEO and VP of Asia Travel, and the customers 
are the teachers. But it's possible that in another travel agency, the 
teachers themselves would be the sponsors. This happens a lot in 
contracted work. 

For the exam, you'll need to be careful about this. Sometimes you'll 
see the word "customer" in a question that's asking you about the 
sponsor. You might even see the word "client"- a word that only 
appears in the PMBOK® Guide twice! (It's usually used when you're 
talking about procurement.) When you see this, you should assume 
that the question is asking you about a consulting situation, where 
the sponsor, customer, and client are all the same person. a- 

The CB-0 and V? o( Asia Travel av-c payinj -for -this/ 
project in the sense that they've providing -funding -for 
the pro\edt -team at the travel ajendy and duttinj 
cMctks to the airlines, hotels, tour jroups, tit. The 
l\As{on>c\rs are definitely payinj hl**t Travel, but 
they Ve not paying out the budjet -for the spedi-f \t 
work that has to be done to £or*plete the project- 

V^/ Wait a minute. My project sponsors are really important 
people in my company. I can't imagine them actually typing up a 
project charter. 

r\. Good point. That's why the project sponsor will often delegate 
the actual creation of the charter to the project manager. For the 
exam, though, keep in mind that the sponsor is ultimately responsible. 

Tke sponsor of a project 
is responsible lor creating 
tke project ckarter. 



Tke sponsor of a project 
pays lor tke project. Tke 
PM mana ges tke project. 
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BULLET POINTS: AIMING FOR THE EXAM 



orjahiza-fciohs, your 
ka*> doesh'-fc repor-t 
"t° you, so -the 
£ta\rte\r jives y ou 
the authority to put 
too* to work. 




detailed- V^A ouWwt 
have fe *?d*te ttc 
darter ever-/ ^ 
eVia^s^^fT 



The project charter officially sanctions the project. Without a charter, the project 
cannot begin. 

The sponsor is the person (or people) responsible for paying for the project and is part 
of all important project decisions. 

Develop Project Charter is the very first process performed in a project. 

The project charter gives the project manager authority to do the project work, and 
to assign work or take control of project resources for the duration of the project. It 
also gives the project manager authority to spend money and use other company 
resources. 

The business case tells everyone why the company should do the project. The 
project charter tells everyone that the project actually started, explains what it's going 
to deliver, and authorizes the project manager to do the work. 

The project charter does not include details about what will be produced or how. 
Instead, it contains the summary milestone schedule. 

Two inputs to Develop Project Charter are the contract and the statement of work. 

The contract is what you agreed to do, although not all projects have a contract. The 
statement of work lists all of the deliverables that you and your team need to produce. 

Enterprise Environmental Factors tell you how your company does business. An 
important one is the work authorization system, which determines how work is 
assigned, and makes sure that tasks are done in the right order. 

Organizational Process Assets tell you how your company normally runs projects. One 
of the most important assets is lessons learned, which is where you write down all of the 
valuable historical information that you learn throughout the project to be used later. 




At Aa-e, the C^ a»d VP o* Asia Travel 
lv e tV*s ? o»so~Butata*otwW 

a V »dv, F*a»k a»d Joaw* t«Jd>st * 
easily s ? o»sor the fwjeftfc, *** they** the 
fcusto»*e\rs. 




Watch it! 



situation where the customer or client is also the sponsor. 



When you're taking the PMP® exam, be 
careful when you see a question that 
asks you about the customer or client. 

There's a good chance that the question is 
asking you about a consulting or procurement 
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build your plan 



Plan your project! 



Planning the project is when you really take control. You write a plan that says exactly 
how you're going to handle everything that goes on in the project. The Develop 
Project Management Plan process is where you organize all of the information 
about your project into one place, so everyone knows exactly what needs to happen 
when they do the project work — no matter what their jobs are. 



1~~ 1^^^ Planning 
m process group 






r o\ett 



A 








All o-C "bne pUn'm^ processes 
m^a^s^lW.IUave 
you *»ake plans. Tnose plans 
all 50 mto the PV-ojedt 
Mana^en-b Plan- 



Project Charter 



Organizational 
y Process Assets 



Ouputs of Planning 
Processes 




Tn',s is y/ncrc you'll -f'md 
your tetany's personnel 
management juidelmes and 
stakeholder risk tolerant 



Enterprise 
Environmental Factors 



iy 



-nnft 



Develop Project Management Plan 






a ;^c^. 
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The project management plan lets you plan ahead for problems 



The Planning process group is where you figure out how you're going to do the 
project — because you need to come up with a plan before you bring the team in 
to do the work. This is where you think about everything that will happen on your 
project, and try to plot a course to completing it with as few errors as possible. 

And it's where you figure out how you'll handle changes — because every project has 
plenty of problems, but not all of those problems mean that you need to change 
course. If you plan well, your project will make only the right changes. 

The project management plan is a collection of other plans 

The project management plan is a single document, but it's broken into a bunch of pieces 
called subsidiary plans. There's one subsidiary plan for each of the other knowledge 
areas: scope management, time management, cost management, quality 
management, human resource management, communications management, 
risk management, and procurement management. 



Outputs 




TV Y* -0 ^ 
p\a» Y<" otess ' 



{hey ottMc- 







l-C you -take over a projedt -that's 
already under way, but there isn't 
a projedt management plan or 
it's out o$ date, the &rst thing 
you need to do is jet a durrent, 
addurate plan y/ritte* up. 



Project Management Plan 



There's d sub-plan -for Risk 

Management- ^ c * scd ^ ^ c * 
we took out traveler's insurande 
&>r the teadhers' trip. That 
means i£ bay or dash are 
stolen, we'll have a \>lan kor 
dealing with it- 




Communidations Management 
is another knowledge Brc^. 
I* that flan, we've jot 

fortant numbers -for the 
trip, like the U.£. Embassy... 
and we tav\ help fravM jet 
his passport repladed. 



The projedt management 
P ,a * * ls ° has baselines. A 
baseline is a snapshot of 
the sdope, sdhedule or 
budget that you ta^ use 
tor planning, /cull learn all 
about baselines in the next 
three dhapters/ 
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the plan contains other plans 




No. The project management 
plan is not the same thing as a 
project schedule. 

You'll use a tool like Microsoft Project 
when you're doing Time Management 
to build the project schedule. (It's also 
useful for other knowledge areas as well.) 
But you'll use your project management 
plan as a guide to help you develop that 
schedule. It will tell you what tools to use 
when you develop it, and how changes will 
be handled. 




Don't worry about memorizing all of 
the subsidiary plans. 

You're going to learn about all of the 
knowledge areas throughout the book, so 
don't worry about memorizing all of these subsidiary plans 
right now. Just know that the project management plan has 
plans within it that map to each of the knowledge areas. 
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A quick look at all those subsidiary plans 

You'll be learning about each of the knowledge areas throughout this 
book, and you'll learn all about the subsidiary plan that goes with each 
area. But let's take a quick look at what each subsidiary plan focuses on. 



integration management 
The sto ? c, schedule a»d tost 

^^^tpbhs are all develop 
£ Pa* of this D cvc | op p ( 

fla^eht Pla h p , , css . T ^ 
ether subsidiary pUs anally have 
their owh processes, whidh you'll 
tor* about later ©h. 



Project Management Plan- Subsidiary Plans and Baselines 

The scope management plan describes how scope changes are handled- like what to do when 
someone needs to add or remove a feature to a service or product your project produces. 

The requirements management plan describes how you'll gather, document, and manage the 
stakeholders' needs, and how you'll meet those needs with the project deliverables. 

The schedule management plan shows you how to deal with changes to the schedule, like updated 
deadlines or milestones. 

The cost management plan tells you how you'll create the budget, and what to do when your project 
runs into money problems. 

The quality management plan deals with problems that could arise when a product doesn't live up to 
the customer or client's standards. 

You use the human resource plan to deal with changes in your staff, and to identify and handle any 
additional staffing needs and constraints you might have in your specific project. 

The communications management plan lists all of the ways that you communicate with your project's 
team, stakeholders, sponsors, and important contacts related to the project. 

The risk management plan is about detailing all the bad things that might happen and coming up with 
a plan to address each risk when and if it occurs. 

The procurement management plan focuses on dealing with vendors outside of your company. 

There are three baselines in the project management plan. The scope baseline is a snapshot of 
the scope, which helps you keep track of changes to the work that you'll be doing and the planned 
deliverables you'll be building. The schedule baseline does the same for the project schedule, and the 
cost performance baseline does the same for the budget. 



Tke project management plan is tke core of Integration 
Management. It's your main tool lor running a project. 
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which plan do you use? 

^ 

^ Below is a whole crop of problems that the teachers are running into. Write down which subsidiary 
G^£ V ^T plan you'd look in to get some help. If you're not sure, just reread the descriptions of each 

tXGRClS© subsidiary plan on the last page, and take your best guess. 



1. The teachers want to go Bali, but Acme Travel doesn't book flights there so you 
need to subcontract one leg of the travel to another travel agency. 



2. The teachers are having so much fun that they want to stay at a better hotel. They 
tell you to increase their budget by 15% to do that. 



3. J ust as you're about to mail off the teachers' tickets, you notice they've been 
printed incorrectly. 



4. The teachers might run into more bad weather, and you've got to figure out what 
contingencies you can put into place if that happens. 



5. The teachers are concerned that they won't be able to get in touch with you when 
they're away. 



6. One of the teachers realizes that he needs to come back earlier, and you want to 
make sure the budget reflects his lessened costs. 



7. You find out that you need to get the tickets out earlier than expected, because the 
teachers' contract requires that all trips be preapproved by the superintendent of 
their school district. 



i^iSwersonpage139. 
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Dumb Questions 



VL« How far should I go when trying to anticipate every 
possible problem and list it in the project management plan? 

r\. It's really important to think about everything that could go 
wrong on your project, so that you can have plans for what to do 
when problems crop up. An unexpected change can sometimes 
derail a project, and doing some planning up front can keep 
issues like thatto a minimum. Planning can help you avoid 
problems in the first place, which is a lot better for everyone than 
reacting to them when they happen. So think of everything you 
can; the extra time you spend planning could be what keeps your 
project a success. 

VL« Does the project manager create the project 
management plan all by himself? 

r\. No, it should be a group effort between the PM and the 
stakeholders. Everyone on the project team and all of the 
stakeholders need to agree that the plan is acceptable. 



Q/ What about things that I don't think about? And 
sometimes, I know there could be problems in a certain area, 
but I'm not sure what they'll be until the project gets going. 

r\. You're never going to think of everything that could go 
wrong. To help keep your plan flexible, you should add an Open 
Issues section to the plan. You can write down any open issues or 
concerns in this section, and deal with them as they come down 
the line. However, you have to have all your project requirements 
complete before starting the project- you should never have any 
requirements in your Open Issues section. 

V^/ I still don't get what Enterprise Environmental 
Factors are. 

r\. Your company's Enterprise Environmental Factors are 
all of the information you have about its policies, processes, 
departments, and people. You need to know how your company 
does business in order to do a project. For example, you need to 
know about the different departments in your company if you're 
managing a project that will be used by people in them. 



^ 



BULLET POINTS: AIMING FOR THE EXAM 



Remember that the project management plan is formal- which means 
that it's written down and distributed to your team. 

You may get a question on the exam that asks what to do when 
you encounter a change. You always begin dealing with change by 
consulting the project management plan. 

The work authorization system is a part of your company's Enterprise 
Environmental Factors, and it's generally part of any change control 
system. It defines how work is assigned to people. 

The project management plan includes baselines: snapshots of the 
scope, schedule, and budget that you can use to keep track of them as 
they change. 
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A- 



Question Clinic: The '^lust-The-Facts-Ma'aw" Question 



\ 



/v- 



A great way to prepare for the exam is to learn about the different kinds of 
questions, and then try writing your own. Each of these Question Clinics will look 
at a different type of question, and give you practice writing one yourself 




A lot of questions on the exam are pretty 

straightforward— but it's the answers to those 

questions that can really hang you up. Here, take a look: 



£££*&?* ***** 





27. Which of the following can be found in the 
Project Charter? 

A. Business Case Document 

&ov*c answers will deav-ly be won*. The Business Cast Document is 
one ok the "tools and te£hni<^ues -fv-om Develop Pv-ojedt Chav-tev-. 

B. Expert] udgment 

Some answers av-e a little misleading This is pavt o* -the 
Develop Pv-ojedt Chavtev pvodess— but its 4rom the -tools 
and -tedhhi^ues, not a pav-t of the Pvojedt Chav-tev itsel-P . 



C. Authorization for the project manager 

tteve's the v-ijht answer! The pv-ojefrt manajev-'s authorization 
is included in the pv-ojedt dhav-tev-. 



D. Project Management Information System 

You haven't seen this one yet— it s pav-t o£ Entev-pv-ise Environmental Fadtov-s, an 
input to the Develop Pv-ojedt Chav-tev- Pv-odess, but not \n the £hav-tev- itsel-P- • 





11^^ 
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-V 



-V 



-V 



-V 



BEAP 




DBS 



Fill in the blanks to come up with your own "Just-The-Facts-Ma'am" question. 



You are managing a 



(an Jn&iapy) 



project. You are using 



to create a 



(an |5pS 



and 



(an ©ufput) 



(an jtijuE ) 

. What process are you performing? 



(fjie name ©£ (Jie wr©ng ]»r©cess) 



(|p name ©f 3^ rfgRI p&ce&O 



(a. We-iif p©cess fjiaf s©unis ]$^ a. real ]>r©ce$s) 



(f^e name ©£ a. fe©i anc[ fecfin}<}iie &©m f^e rjghf ^©ce&s) 



Wle Mow titfuiN Ye* 
To CHap-tet Few 



-V 



^\ , 
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projects deliverables 



The Pircct and Manage Project Execution process 

Once you have a project management plan, your project is ready to 
begin. And as the project unfolds, it's your job to direct and manage each 
activity on the project, every step of the way That's what happens in the 
Direct and Manage Project Execution process: you simply follow 
the plan you've put together and handle any problems that come up. 



m 



Executing 



group 



Inputs 



I • +V»e most imVovtant 







Approved Change Project Management Plan 
Request 




jl cnvirom 

_— nnfL- 



Enterprise 
Environmental Factors 



Direct & Manage Execution 



oo 



Q 



\W s ^cdulm 9 a»A donatio* ^ 



tints where you'll k»d 




Expert Judgment 




Project Management 
Information System 



Organizational 
Process Assets 



These a™ "the 
o-bhev- -bto-ee 
ou-bpwb lumped 
feather. We'll 
•talk abou-b them 
m a tousle 
o£ fays. 




Work Performance 
Information 



Change Requests, 
Project Document 
and Plan updates 



Deliverables 
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The project team creates deliverables 

The work you're doing on the teachers' project creates lots of things: airline 
reservations, hotel reservations, invoices, defect reports, and customer comments (to 
name a few). These things are all your deliverables, and they are one of the five 
outputs of the Direct and Manage Execution process. 

Another output is work performance information, and that's what we call 
the reports Acme's running on the project. These reports track how many negative 
versus positive customer comments the project gets, and how well the project is doing 
at meeting its cost estimates. In fact, a project manager should figure out a way to 
measure how well t he processes f rom each knowledge area are bein g performed . 

v/owr job is to divett the *">rk, twt 
vow »eed to do wore tha» delivev the 
resets. You also *eed to keep tradk 
<£ how well your team wWed-air.d 
that's what the work perWante 
m^ovmation output is about 




/ 



Project Management Plan 

We you create the project 

-a.age^t pUdu^^hepv-ojeci 
'ts actually a deliverable itseir 
tWver, it's a sp^ial M se, sihCe ^ 

*'ll^«youtousedha ^et^i , o( 
whe*you*« d ^ updaW ;! h 






Direct and Manage 
Execution process 



Work Performance 
Information 




Deliverables 



tti 



^J 1 



A*yW yo^ ?roy. 

ovodutes somethmV „ 
? U,that"s r eth^ ; 

Llwerable o* T" W 1 



You create work performance information hy measuring now well 
the processes trom each knowledge area are being performed. 
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dealing with defects 

Executing the project includes repairing defects 

The Direct and Manage Execution process has a bunch of inputs and outputs — but » i ■ f y,^ y,gve h> fco*-vefrt 

most of them have to do with implementing changes, repairs, and corrective action. If '. 1,1,- -^ m a|ce a veP3i*" >» 

there's a defect repair that's been approved, this is where it happens. Once the uefecyis , .. ,L| e \j 0IA Ve -f VmA 3 

repaired, the result is an implemented defect repair. The same is true for changes ~"~^ , r i 
and corrective actions; once they're approved, they become process inputs, and then 
they can be implemented and become process outputs. 



The three components of the Direct 
and Manage Project Execution 
process: 

Use the plan to create deliverables 




1. 
2. 
3. 



Repair defects in deliverables 

As the project plan changes, 
make sure those changes are 
reflected in the deliverables 



deliverables include everything that you and 
your team produce for the project 

The word deliverable is pretty self-explanatory. It means 
anything that your project delivers. The deliverables for your 
project include all of the products or services that you and your 
team are performing for the client, customer, or sponsor. 

But deliverables include more than that. They also include every 
single document, plan, schedule, budget, blueprint, and anything 
else that gets made along the way... including all of the project 
management documents that you put together. 




^ 



pclwerables ave anything 
vou pvodufce i» tnc bourse <* 
dom 9 70UV- yrofrLi activities. 



Deliverables 



/ou^ualityMa,a 6 e^tpU 
/onuses 0h ttUto^ d&tk as 
you 90, so you ta» r C p ai r ^ 
3s sooh as possible 

, This is di-Ptarwt ^01* -Phcir^ 

de-Pefrts. A dt(tti means -that 
i\* plan was \ri9ht bu-t youv 
deliverable was built ^0*9. 

Tke Direct and 
Manage Execution 
Process is wkere 
you and your 
team actually do 
tke project work 
to produce tke 
deliverables. 
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harperi your pencil 



Here's a list of things produced by some typical projects. Some of them 
are deliverables, and others are work performance information produced 
by running reports. There's also a list of changes, some of which affect 
the project management plan, and some of which just affect the project 
deliverables. It's up to you to figure out which is which. 

1. The software project team builds software. 

I | Deliverable Q Work performance information 

2. A builder hangs a door. 
I | Deliverable Q Work performance information 

3. A wedding photographer sends the photo proofs to the client. 
I | Deliverable Q Work performance information 

4. The cable repair technicians takes an average of four hours per job. 

I | Deliverable Q Work performance information 

somexhu^ g j^ e cons t ruc tj on C rew worked 46 hours of overtime in March. 
that looks like 

a AtHttv* a r— | oeliverable Q Work performance information 

deliverable » s 

realty a d*a*y 5, jh e construction crew built the six houses required by the plan. 
that 70* *tt& 

-bo make to Q Deliverable Q Work performance information 

the \>ia*- 

7. A software test team finds bugs in the software. 

| | Defect in deliverable Q Change to project management plan 




o 
8. A bride asks the photographer to stop asking her mother for permission to make changes. js 

§ 

S 



I | Defect in deliverable Q Change to project management plan 

9. A construction crew used the wrong kind of lumber in a house. 

I | Defect in deliverable Q Change to project management plan 

10. A photographer's prints are grainy. 

I | Defect in deliverable Q Change to project management plan 
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handling unexpected problems 



Eventually, things Will go wrong... 

Even if you work through all the processes you've seen so far, things 
can still go wrong on your project. In fact, the teachers are already 
letting you know about some issues they're having: 




O 




... but if you keep aw eye out for problems, you caw stay ow top of them! 



Otherwise 7<>u mi^t »ot 
^eWdoutakouU^ 

problems m Wc to fcelf. 




You called just in 
time! We've run into 
some serious problems. 
You can help us, right? 
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Sometimes you Heed to change your plans 

Take a minute and flip back to page 97. Notice how there's a loop between the 
Executing and the Monitoring & Controlling processes? That's because when 
your team is executing the plan and working on the deliverables, you need to keep 
a constant lookout for any potential problems. That's what the Monitor and 
Control Project Work process is for. When you find a problem, you can't just 
make a change... because what if it's too expensive, or will take too long? You 
need to look at how it affects the project constraints — time, cost, scope, resources, 
risks, and quality — and figure out if it's worth making the change. That's what 
you do in the Perform Integrated Change Control process. 



Executing 



>^ 




Monitor and control 
project work 



ntegrated change 
control 



Tie jyt^nitar ancl Csntr*! L<^p Up Ofee- 



Once the 
changes and 
repairs are 
approved, you 
send them back 
to the team 
to put them in 
place. 




Direct and Manage 
Execution 




Perform Integrated 
Change Control 




You start with 
information about 
how the work is being 
performed. 



A thanae Control board ( CCB) * a 
you? of ^co\>lc— usually intludino, the 
sponsor-that amoves or rejects 
thanks. A*/ We a thany yes 
through Integrated Change Control, 
the CCd derides whether or not it 
should be made. When they approve 
the fchanoe, you send it on to the 
team to implement 




Monitor 
and Control 
Project Work 



Next you figure out 
any changes that 
have to be made to 
the plans, and repairs 
that have to be made 
to the deliverables. 



tteme, you let 

stakeholders k*ow about 
the changes, a*d make 
sure everyone is j n the 
loop with what you Ve 

doing. 
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monitoring and controiiing 



Look for changes and deal with them 

You need to stay on top of any possible changes that happen throughout your 
project, and that's what the Monitor and Control Project Work process is 
for. Usually the work is progressing just fine. But sometimes you find out that you 
need to change something, and that's when you use the Perform Integrated 
Change Control process to see if the change is worth the impact it will have on 
your project. 



Inputs 




Monitoring 
& Controlling 
process group 



Enterprise 
Environmental Factors 




Project Document 
Updates 



Change Requests 

Vfc'H takcadosev 
look at these outputs 

in d minute- 



Project Management 
Plan Udpates 
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Make only the changes that are right for your project 

The Monitor and Control Project Work process is where you find the changes that 
you may want to make. The Perform Integrated Change Control process is 
where you decide whether or not to make them. But you're not the one actually 
making that decision - a big part of Perform Integrated Change Control is that you 
need to get your changes approved by the Change Control Board. 




Monitoring 
& Controlling 
process group 



Inputs 




Enterprise ' 
Environmental Factors 



Organizational 
Process Assets 




After Integrated Change 
Control, we go back to the 

Direct & Manage Project 

Execution process to put the 

approved changes in place 



Project Document 
Udpates 



Project Management 
Plan Updates 



Change Request 
Status Updates 



Each change request's status is updated. Changes that are OK'd are given the 
status "Approved" to become Approved Change Requests. 
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Changes, defects, and corrections 

You've already seen how a project can change as it goes along. When the teachers 
asked for their hotel to be upgraded, you took the request through the change 
control process at Acme, and when the change control board approved the 
change, you directed the agents to make the booking for the group. 

But sometimes, things go wrong with what you intended to have happen in the 
first place. When your quality department told you that you had booked the 
teachers on the flight to Rome without putting them in the same row, you quickly 
fixed the reservation. But you intended for the teachers to sit together in the first 
place, so that's not a change, it's a defect. 

In the process, you realized that your team wasn't reading your documentation 
carefully, which is why they screwed up the airline reservations. To fix the way 
your team is working, you need to take corrective action. That's when you need 
to change the way you're doing the work on your project. Got all that? 



When the team 
is repairing 
delects to 
deliverables, 
they still need 
to go through 
change control. 




Pecide your changes in change control 
meetings 

Sometimes a change you make will have a direct impact on other teams and 
projects, and it's a good idea to be sure that everybody who will be impacted 
knows that it's coming and thinks that it's worth it before you make the change. 
You can't always know everything that might happen as a result of a change, and 
that's why it's a good idea to get buy-in from key people in your company before 
you go through with it. And that's what a change control meeting is all about! 

Usually, a change control meeting will be a regularly scheduled thing, where 
people representing the affected areas of the company will get together to review 
proposed changes and decide whether or not to make them. A change control 
board is never made up of just the people on your team. A change control 
meeting is all about getting people with different perspectives together to talk 
about the pros and cons of changes before deciding whether to approve or reject 
them. 

As a project manager, it's your job to know the impact of requested changes to 
your project and prioritize them for the change control board. Once you've done 
that, the change control board can make informed decsions about whether or not 
to approve them. 
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How the processes interact with each other 

While monitoring the teachers' trip, you notice that they all ask for non-smoking rooms 
every time they check into a hotel. But some hotels don't have enough non-smoking rooms 
available, and the teachers aren't too thrilled about that. 

After talking it over with the teachers it's clear that it's worth splitting up the group over 
multiple hotels to make sure they all are in non-smoking rooms — and some hotels are 
more expensive than you'd planned. The cost change will put you over budget, so the cost 
management plan needs to be updated. Time to take the request to change control: 



ttev-e s y/hev-e you 
notice a problem. 



So you^vtedo™e%adtly 

^aUbaUba»y sKouW be 
a „dse»dvt to the CCb- 



Monitor 
and Control 
Project Work 




/ou u SC the Ckanje Control 
System to evaluate the 
»*H£s o-P the requested 
<*a»9e a*d decide to 
approve or rejeti it 



Integrated 
Change Control 



Change Request 



\i the l»teyated Cha^e Contro 
? rotess says it's 0* to 50 ahead, you 
make the thar^c The important 
> th'rn^ to v-e^embev- is that the 
tha»y revests tor*e W Monitor 
a»d Control Project Wfork, but are 
actually *ade duvmj Divert a»d 
Manage £%etution. 




Direct and Manage 
Execution 




Make the change! 
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change control system 



Control your changes; use change control 




There's a beautiful hotel across 
the street, and we want to transfer. 
Increase the budget by 15%, and 
book us there. 



Your pv-ojedt management 
plan should detail how you 

deal with charts -thai 
happen duv-inj youv- pv-ojedt 




Project Management Plan 



Any time you need to make a change to your plan, you need to 
start with a change request. This is a document that either 
you or the person making the change needs to create. Any 
change to your project needs to be documented so you can 
figure out what needs to be done. Once you have a change 
request, that then kicks off your project's set of change control 
procedures. ^^ 




The key hev-e is PROCEDURE- 
dhanje toY\bro\ is about how youv- 
dompany handles changes. You may 
\asc a domputev- system -to monitov- 
and document dhanjes, but -that's 
just one pavt o( youv- dhanje 
£ontv-ol system. 



This means you need -to 
write down e*adtly what 
needs to be thanked and 
put it in something tailed 

a thgyff e request- Thats 
a -fovm that you -fill out 
to send a dhany through 
dhanje dontrol- 



Ckange control is 
kow you deal witk 
ckangfes to your project 
management plan. 

A ckange control 
system is tke set of 
procedures tkat let you 
make tkose ckanges in 
an organized way. 
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This is Adme's dhanje Control system. 
It's sPedi-Cid to theiv domPany, but it 
dontains all o£ the steps youd sec in a 
typidal dhany Control system- 




The -first thinj you do with 
any dhanje is to dor\sult the 
pvopev management plan 




Acme Travel Change Control System 



Afe*i 



Cost Management 
Plan 



Thc We* want to 
»*ne*e their budget, 
y-'ookatthei^ost 



so 



Not every dhan^e yts 
approved, but this 
one did— and no*/ the 
pv-ojedt management 
plan dan be updated 




Project Management Plan 





e*t, you dodumeht iUe /^ * 



Change Request 



Acme 
Travel 
Agency 



fc, 





Approval 



Change 
Control Meeting 



t\** tor,tro\ */ste 
Wt "^ d °' 



At M»>e, -the flan is updated usinj 
the ton^i^v-ation management 
system, a part o$ the PMlS that 
tvatb all of the thanes. 





Project Management 
Information System 



s 
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Preventing or correcting problems 

When you monitor your project, you might be checking the actual time it's 
taking you to do scheduled work versus the amount of time you planned, 
or you might be gathering information on the number of defects you have 
found versus the number you expected. In both cases, it's possible that you 
might find problems. If you do, you have to change the way you do your 
work and keep your project from being dragged down. When you make a 
course change on your project, that's taking corrective action. 

It's also possible that you might see problems that are going to occur 
even though they haven't happened yet. If you do, you will want to take 
preventive action, or steps that you take to avoid 
potential problems. 

In both corrective and preventive action, you always need to submit your 
proposed change and put it through the Integrated Change Control 
process — and only if it is approved will you implement it. If your 
recommended action makes it through, you need to change the plan and any 
of your baselines to include it. 

The documented scope, schedule, and cost baselines are in the Project 
Management Plan are called the Performance Measurement Baseline. 



Me* people predict pv-oble^s ok 
projects beW -they happen i-t's 
tailed a Wdasi f\ forecast La* be 
a jood reason -to make a £ha*ge W 



We'll lea™ nort about the 
jerWma** measurement baseUe 

upfcomm^ thaptev-s. 



ir^ 



ExeftciSe 



Here is a list of actions that are recommended by a project manager. Which are preventive and 
which are corrective? 



1. A software project is running late, so a software project manager looks to find slack time and 
reassign resources to get things done more quickly. 

Q Preventive action Q Corrective action 

2. A caterer notices that the crudites are all gone and assigns a chef to make more. 

Q Preventive action Q Corrective action 

3. A photographer brings an extra camera body to a shoot, in case one breaks down. 

Q Preventive action Q Corrective action 

4. A consulting company assigns extra resources to a project to compensate for possible attrition. 

Q Preventive action Q Corrective action 

► i^iswers on page 138. 
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VL- Sometimes my team members 
come to me and tell me that the project 
could have problems later. What do I do 
with that? 

r\. For some project managers, it seems 
natural to dismiss these "negative Nellies" 
who seem concerned with problems that 
could go wrong in the future. But this is one 
of the best ways you can satisfy 
your stakeholders. 

When someone makes an estimate or 
prediction of a future condition that could 
lead to trouble, it's called a forecast, and 
that's very valuable information. You 
should distribute it along with your work 
performance information, and try to think of 
ways to avoid the problem-which is what 
preventive action is all about. 

A big part of your job as a project manager 
is to figure out how to prevent changes. 
This might seem a little weird- how can 
you prevent changes before the project is 
implemented? One way to do this is plan as 
well as possible, because a lot of changes 
happen because of a lack of planning. 
But it also means talking to stakeholders 
throughout the project and keeping an 
eye out for potential problems. When you 
take the PMP exam, if you seethe phrase 
"Influencing factors that cause change,'' 
this is what it's referring to. 



Q.: 



Who approves changes? 



r\. Usually there's a change control 
board (CCB) that approves changes. That's 
a group of people, most often including the 
stakeholders and sponsor, who look at the 
benefits of a change and figure out if it's 
worth the cost. If there's a CCB, your change 
control system will include a procedure that 
mentions it. But not every company has a 



tJiereiare no 

Dumb Questions 

CCB, and there is no requirement in the 
PMBOK® Guide thatyou have one. 

V£/ What if there's a problem outside 
my project, and I'm not sure that it affects 
me? 

r\. You should still consider its potential 
impact when you're monitoring your project's 
work. It's important that you're always on the 
lookout for potential problems. If you're not 
sure whether something could impact your 
project, it's your responsibility as a project 
manager to bring it to the attention of your 
stakeholders. And if you can make a change 
on your own that doesn't impact the project 
constraints (scope, cost, time, quality, risk, 
or resources), then it's completely within 
your rights as a project manager to do it. 

VL- Once a change is approved, what 
do I do with it? 

r\. You change your project management 
plan to incorporate the change. This can 
mean that you create a new baseline with 
the new project management plan. For 
example, say you forgot to add a stakeholder 
to the change control board, so your project 
plan now describes the wrong process for 
making changes. You'll need to fix that, and 
you'll need to go through change control to 
do it. 



Q/ What about changes that don't 
affect the project constraints? 

r\. If you evaluate the impact of a change 
and find that it won't have an impact on 
the project constraints, then you can make 
the change without going through change 
control. Sometimes you need to change 
resources or move tasks around, and you 
can make those changes without affecting 



the bottom line or the end product. In these 
cases, change control wastes time and 
resources, rather than helping your project. 

V^/ Now, what's a performance 
baseline again, and what do I do with it? 

r\. A performance baseline is a snapshot 
of your project's scope, schedule, and 
cost. When you plan out the work you'll 
do on a project, you write it down all of the 
activities you'll need to do and save that 
understanding as your scope baseline. 
You'll do the same with your understanding 
of the project's schedule and its cost. That 
way, you can always compare your actual 
performance to your plan. 

Every time a change is approved, that 
means the plan has changed. So you have 
to update your baseline to include the new 
work (or cost, or schedule). 



You always kave 
tke autkority to 
make ckangfes to 
your project if 
tkey don t affect 
cost, sckeaule, 
or scope. 
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close the project 

Finish the work, close the project 

You can't finish the project until you get paid! Most projects start with 
contracts, and when they do you need to make sure the terms are met. 
Acme signed a contract with the Midwestern Teachers' Association 
when the project started, and now it's time to make sure all of the 
parts of that contract are met. And that's part of what you do in the 
Close Project or Phase process. But an even more important part 
of this process is that you create the lessons learned and add them 
to your company's Organizational Process Assets. That way you and 
other project managers can learn from this historical information 
in the future. The inputs to the Close Project or Phase process 
include the project management plan, organizational process assets, 
enterprise environmental factors, work performance information, 
and deliverables, along with any contract you have for the work (if 
there is one). And you use the same familiar tools and techniques 
list that you've seen all chapter. In this case, there's just one: expert 

judgment. TV* deliverables yt attested m the Verity Sdofe 

prodess. You II learn about it m Chapter 5. 



^^^ Project < 



Close 

Project or 

Phase 



Tke most important 
output of tke Close 
Project or Pkase is 
tke final product tkat 
you deliver to tke 
customer! 



Inputs 




Organizational 
Process Assets 



Accepted 
Deliverables 




Project Management Plan 



The PM Plan plans out all o£ 
the work that will be done as 
part o£ project dosing 



The projedt manager 
makes s\Art that all the 
work is done, and that 
eadh deliverable has 
- been atdepted by the 
stakeholders. 



I - — ^ 
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You don't have to go home, but you can't stay here 

The teachers have gone through their entire itinerary. They're now on their 
way to Paris, which is the final leg of their tour. They've had a great time, 
and now it's time for you to finish up. 



& 



Closing 
process 
I gf rou P 



Every project needs to end, and that's what the Close Project or Phase 
process is all about. You want other travel agents at Acme to learn from 
anything new you've discovered. Remember how you had to scramble with 
the nonsmoking room request? Maybe your friends at Acme can learn from 
that, and ask new clients up front what they want! That's why you write 
down your lessons learned, and that's a big part of closing the project. 

Outputs 



Even i-f youv- pv-ojefrt ends early, 
you still need -to -follow the Close 
Project ov Phase pvo£ess. 








You've seen the Organizational Process Assets input a bunch of times now. But where 
does it really come from? It turns out that it comes from other project managers just 
like you. Every time a project is closed, you update those assets so that you can use 
them later. And new project managers will be able to learn from everything that's 
happened on your project. 




Lessons learned ave -finished 
m Close Pvojedt ov Phase, but 
wvitten down thvoujhout "the 
entire pvojedt. And it's not 
just by the pvojedt manager - 
the whole team writes down 
lessons leavned- 



Organizational 
Process Assets 




The -final pvodudt o£ youv 
pvojedt is the thinj youv 
dustomevs will vemembev most- 



Final Product 




ttAtfct* 



Think about a major project you've heard of that did not end well, like one 
that was shut down before the work was done. What lessons could have 
been learned from that project? 

How can the project manager use the Close Project or Phase process to 
make sure that something good comes out of early termination? 
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so that's what it means! 



So why INTEGRATION management? 

The Integration Management knowledge area has all of the processes that you do 
in your day-to-day work as a project manager. So why are they called "Integration 
Management" processes? Well, think about what it takes to run a project: you need 
people and other resources from all around your company; knowledge about how your 
company does its business; standards, templates, and other assets that you've gathered 
from other projects; and the ability to put it all together — that's what a project 
manager does. And that's where the "integration" part comes in. 

This is especially important when you need to work with consultants, because your 
job is to procure services for the project. And you need to plan for all of it at the 
beginning — which is when you integrate all of these things together into a single 
plan. It's your job to make sure that every one of the 42 processes in the PMBOK® 
Guide is addressed in the plan, even if you're not going to use it (for example, if you 
don't need contractors or consultants, you won't use Procurement processes). 



I get it! When I'm putting 
together my project management 
plan, I need to look at every 
single process and figure out how 
it's integrated into my project. 
So that's what "Integration 
Management" means. 





Integration 
Management 
means making 
sure that all of 
the processes 
work together 
seamlessly 
to make 
your project 
successful. 



What else is there? 

Huh... It seems like we covered the whole project, right? You got authorized to do 
the work, you planned the project, you executed it, you corrected problems along 
the way, and you closed it out. Isn't that everything? 

Well, of course not! There's a whole lot more planning that you have to do, and 
many skills that you need to have. Luckily, we've got the PMBOK® Guide to help 
us figure out exactly what we need to know to manage projects effectively 




That's *hat the 
vest <£ the Wok 
is about- 
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Project Integration Management Magnets 

These inputs, outputs, and processes are all scrambled up on the fridge. 
Can you reconstruct them so that the processes go under the correct process 
groups, and the inputs, outputs, and tools go in the right categories? 



Initiating 



Planning 



Executing 



Monitoring and Controlling 



Closing 



INPUTS /OUTPUTS 



Tools 



Work Performance 
Information 



Direct and 
Manage Execution 



Develop 
project 
Charter 



Close 
Project 
°r Phase 



J^nagement Pi an 



Expert Judgment 

Organizational 
Process Assets^ 



Project work 



T^Trm integrated 
I change Control 



Approved 

Change 

Requests 



Project 
Management 
Information 
System 



you are here ► 



Download at Boykma.Com 



133 



get some practice 




Project Integration Management Magnets Solution 

These inputs, outputs, and processes are all scrambled up on the fridge. 
Can you reconstruct them so that the processes go under the correct process 
groups, and the inputs, outputs, and tools go in the right categories? 



Initiating 



Develop 
project 
Charter 



Planning 



J^fnagernent Pi an 



Executing Monitoring and Controlling 

Perform Integrated 
Change Control 



Closing 



Direct and 
Manage Execution 



Close 
Project 
or Phase 



Project work 



INPUTS /OUTPUTS 



Organizational 
process Assets 



Approved 

Change 

Requests 



Work Performance 
Information 



project 
Management 
Information 
System 



Tools 



Expert Judgment 



I Change Control 1 
Meetings I 
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Integration Management kept your project 
on track, and the teachers satisfied 

By using all of the Integration Management processes, you kept the 
project on track. You handled all of the problems that came up, made 
some important changes in the process, and the teachers got to all of their 
destinations on time and on budget. 
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Infegraiioncross 

Take some time to sit back and give your right brain 
something to do. It's your standard crossword; all of 
the solution words are from this chapter. 



3 


jl 


2 




■ 4 










I 5 






6 






17 








■ 8 






9 


















10 














in 







Across 

4. Fixing problems that have already happened is called 
action. 

7. A problem in a deliverable that shows that it does not 
do what you meant for it to do. 

9. The Project Management Plan is a collection of 
plans. 

10. When you watch what's happening in your project 
to look for changes, corrective, and preventive actions 

you are in the and Control Project Work 

process. 

11. information is an important 

organizational process asset that comes from 
documenting lessons learned. 



Down 

1. When you ask someone who has experience to help 
you figure something out you are using the 

J udgmenttool and technique. 



i^iswersonpage 141. 



2. The Process Group contains the 

processes that help you start your project. 

3. The things your project produces. 

5. Work culture and company policies are called 
Enterprise Factors. 

6. A record of all of the decisions you have made and 
their consequences that you write when you close your 
project is called learned. 

8. The Project is a document that gives 

the project manager authority over the team. 
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Solution 



O 



Here are a few of the things you might have to deal with in 
working on the teachers' vacation trip. Figure out which of the 
seven Integration Management processes you'd use in each 
situation, and write down the process name in the blank. 



It turns out that one of the teachers is a vegetarian, so you need 



11 turns out inai one onne leacners is a vegetarian, so you neea ** . _|_ 

to change your plans to include vegetarian meals on the airlines jJcVClO'P * t*OJ"^i 

and find restaurants that accommodate him. OlAlftCl* 
Pev-Pov-m In-bejyra-bed Change Control 



You come up with a detailed description of everything that 
you plan to do to get the teachers where they want to be. 

Develop Pv-ojefrb Ma*aymcifrb Plan 

The CEO of Acme Travel sends you a document that 
assigns you to the project. 

Develop Projefrb Charier 

You check in with the teachers at each destination to 
make sure everything is going according to plan. 

Monbo* a*\d Control Project Work 

When the teachers get back, you write up everything you 
learned while handling the trip so other travel agents can 
learn from your experience. 

Close Projefrfc or Phase 

You book the tickets and hotel accommodations. 
Direct and Mdntyt Projefrfc Execution 



Develop Project 
Management flan 

Direct and Manage 
Project Execution 

Monitor an J Control 
Project Wort 

Periorm Integrated 
Ckange Control 

Close Project 
or Pkase 
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ExeftciSe 


Here are a bunch of 
to figure out which c 


ways Acme evaluated the inputs for the Develop Project Charter Process. Try 
>nes involve ExpertJ udgment and which don't. 




l-CkyesJ 




B.No 




2fTYes) 




B.No 




3. (TYeT) 




B.No 




4. A. Yes 

5. A. Yes 




rTNtT) 
f B. NoJ) 







Here is a list of actions that are recommended by a project manager. Which are preventive and 
which are corrective? 



1. A software project is running late, so a software project manager looks to find slack time and 
reassign resources to get things done more quickly. 

I | Preventive action Q^orFective action 

2. A caterer notices that the crudites are all gone and assigns a chef to make more. 

I | Preventive action ["^Corrective action 

3. A photographer brings an extra camera body to a shoot, in case one breaks down. 

["^Preventive action | | Corrective action 

4. A consulting company assigns extra resources to a project to compensate for possible attrition. 

[^Preventive action | | Corrective action 
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Below is a whole crop of problems that the teachers are running into. Write down which subsidiary 
, ^ plan you'd look in to get some help. If you're not sure, just reread the descriptions of each 
ExeRClSfi subsidiary plan on the last page, and take your best guess. 
Solution 

1. The teachers want to go Bali, but Acme Travel doesn't book flights there so you 
need to subcontract one leg of the travel to another travel agency. 

Procurement management plan 



2. The teachers are having so much fun that they want to stay at a better hotel. They 
tell you to increase their budget by 15% to do that. 



Cost management plan 



3. J ust as you're about to mail off the teachers' tickets, you notice they've been 
printed incorrectly. 



#uali-ty management plan 



4. The teachers might run into more bad weather, and you've got to figure out what 
contingencies you can put into place if that happens. 



Risk management plan 



5. The teachers are concerned that they won't be able to get in touch with you when 
they're away. 



Communications management plan 



6. One of the teachers realizes that he needs to come back earlier, and you want to 
make sure the budget reflects his lessened costs. 
Cost management plan 



7. You find out that you need to get the tickets out earlier than expected, because the 
teachers' contract requires that all trips be preapproved by the superintendent of 
their school district. 



Schedule management plan 
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en your pencil 
Solution 



Here's a list of things produced by some typical projects. Some of them 
are deliverables, and others are work performance information produced 
by running reports. There's also a list of changes, some of which affect 
the project management plan, and some of which just affect the project 
deliverables. It's up to you to figure out which is which. 



1. The software project team builds software. 

["^^Deliverable | | Work performance information 

2. A builder hangs a door. 

M Deliverable Q Work performance information 

3. A wedding photographer sends the photo proofs to the client. 

^^Deliverable Q Work performance information 

4. The cable repair technicians takes an average of four hours per job. 

I | Deliverable \Q[ Work performance information 

5. The construction crew worked 46 hours of overtime in March. 

I | Deliverable l~^r Work performance information 

6. The construction crew built the six houses required by the plan. 

fyr Deliverable | | Work performance information 

7. A software test team finds bugs in the software. 

r^l^Defect in deliverable Q Change to project management plan 

8. A bride asks the photographer to stop asking her mother for permission to make changes. 

I | Defect in deliverable [Tf Change to project management plan 

9. A construction crew used the wrong kind of lumber in a house. 

Fir Defect in deliverable Q Change to project management plan 

10. A photographer's prints are grainy. 

I | Defect in deliverable Q Change to project management plan 
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Integraiioncross Solution 

Take some time to sit back and give your right brain 
something to do. It's your standard crossword; all of 
the solution words are from this chapter. 
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1. You've just received a change request. This means: 




A. The project charter is complete, but the work cannot begin yet because you need to make a 
change to the scope baseline 




B. You are in the Directand Manage Execution process, and you can implementthe change now 


^^^^h C. The change needs to be approved before it can be implemented 


D. There is a defect in a deliverable that must be repaired 


2. Which of these is not an input to Develop Project Charter? 


A. Enterprise environmental factors 


B. Project Management Plan 


C. Contract 




D. Project statement of work 




3. What is the output of Direct and Manage Execution? 




A. Approved change requests 




B . P roject management processes 




C. Deliverables 




D. Forecasts 




4. You're managing a graphic design project. One of your team members reports that there is a 
serious problem, and you realize that it will cause a delay that could harm the business of the 
stakeholders. Even worse, it will take another two days for you to fully assess the impact- until 
then, you won't have the whole story. What is the BEST way to handle this situation? 




A. Create a change request document and submit itto the change control meeting 




B. Pull out the project charter and show them that you have authority to make decisions 




C. Meet with the stakeholders and tell them that there's a problem, but you need two more days to 
get them the information they need 




D. Update the lessons learned and add it to your organizational process assets 




5. You're a project manager on a construction project. The electrician has started laying out the 
wiring, when the client comes to you with a change request. He needs additional outlets, and you 
think that will increase the cost of the electrical work. What is the first thing you do? 




A. Refuse to make the change because it will increase the cost of the project and blow your 
budget 




B. Refer to the project management plan to see how the change should be handled 




C. Consult the contract to see if there is a clause 




D. Make the change, since the client requested it 
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6. The work authorization system: 

A. Ensures that every work package is performed at the right time and in the proper sequence 

B. Authorizes the project manager to spend money on work 

C . Is a set of processes and tools that aids project manager in effectively guiding the project to 
completion 

D. Is a formalized, written description of how to carry out an activity 

7. You're the project manager at a telecommunications company. You recently had stakeholders 
approach you with changes. You figured out that the changes would cost additional time and 
money. The stakeholders agreed, you were given additional time and budget, and the changes 
were approved. Now you have to incorporate the changes into the project. What do you do next? 

A. Modify the project charter to include the changes 

B . Use the work authorization system to make sure the work is performed 

C. Make sure to track your changes against the project's baseline so you know how much they 
eventually cost 

D. Incorporate the changes into the baseline so you can track the project properly 

8. You are a project manager on a software project. When you planned the project, your 
Enterprise Environmental Factors included a policy that all changes that cost over 2% of the 
budget need to be approved by the C FO, but smaller changes could be paid for by a management 
contingency fund. One of your stakeholders submitted a change request that requires a 3% 
increase in the budget. Your company has an outsourcing effort, and you believe that a small 
change to the way that the change is requested could allow you to take advantage of it and cut 
your costs in half. What is the BEST way to handle this situation? 

A. Work with the stakeholder to figure out how to reduce the cost of the change by a third 

B . Request approval from the CFO 

C. Refuse the change because it is over 2% of the budget 

D. Document the change request, since all changes must be documented 

9. You're on the project selection committee. You're reviewing a document that describes the 
strategic value of a potential project and its benefits to the company. What's this document 
called? 

A. Project Charter 

B. Business Case 

C . Benefit measurement method 

D. Contract 
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10. One of your team members has discovered a defect in a deliverable and has recommended that it 
be repaired. Which of the following is NOT true: 

A. The project charter has authorized you to perform the work 

B. Your project is in Monitor and Control Project Work process 

C. The defect repair must be approved before the deliverable can be repaired 

D. You must update the project management plan to document the defect 

11. You are holding a formal, approved document that defines how the project is executed, monitored, 
and controlled. You are holding: 

A. The project management plan 

B. The performance measurement baseline 

C. The project charter 

D. The work breakdown structure 

12. You are the project manager for a software project, when the sponsor pulls the plug and cancels 
the project. What do you do? 

A. Give the team the day off to recuperate from the bad news 

B. Create a budget summary for the remaining unspent budget 

C . Follow project closure procedures to close the project and update lessons learned 

D. Find new assignments for any people previously assigned to your project 

13. You are managing a software project, when you find out that a programming team who you were 
supposed to have access to has been reassigned to another project. What is the first thing that you 
should do? 

A. Figure out the impact that this will have on your project 

B. Bring a copy of your project's charter to the other manager, and explain that you need that team for 
your own project 

C . Go to your sponsor and demand the team 

D. Figure out a way to compress the project schedule so that you can work with the team if they 
become available 

14. You are a project manager on a software project. There are several changes that need to be made, 
and you need to decide how to apply project resources in order to implement them. What do you do? 

A. Decide the priority of the changes and announce them to the team 

B. You should call a team meeting and invite the stakeholders, so that everyone can reach a consensus 
on the priority 

C . Deny the changes because they will delay the project 

D. Consult the Change Prioritization Plan for guidance on prioritizing new changes 
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15. You're a project manager on a software project. Your team is busy executing the project and 
creating the deliverables, but there have been several changes requested by stakeholders over the 
past few weeks. Each time you got one of these changes, you called a meeting with your team and the 
stakeholders to discuss it. Why did you do this? 

A. Every change needs to be evaluated by a change control board 

B. You're delegating the work of evaluating changes 

C . You do not have a good change control system in place 

D. You are using a work authorization system to assign the work 

16. You are the project manager on a construction project, and you have just received a change 
request. You consulted the project management plan, and followed the procedures laid out in the 
Change Control System. You are in the process of reviewing the change and documenting its impact. 
Your manager asks you why you are doing this. What are you doing by reviewing the change and 
documenting its impact? 

A. Perform Integrated Change Control 

B. Monitor and Control Project Work 

C. Manage Requested Changes 

D. Direct and Manage Execution 

17. Which of the following is NOT true about the project charter? 

A. The project charter defines the requirements that satisfy customer needs 

B . The project charter defines the work authorization system 

C . The project charter makes the business case that justifies the project 

D. The project charter includes the milestone schedule 

1 8. You have just verified that all of the work on your project is completed. Which of these things is NOT 
part of the Closing process? 

A. Update historical information by documenting lessons learned 

B. Document the work performance information to show the deliverables that have been completed and 
record the lessons learned 

C. Verify that all of the deliverables have been accepted by the stakeholders 

D . Follow the project closure procedure 

19. Which of the following is NOT true about the Project Management Plan? 

A. The project management plan contains the scope management plan 

B. The project management plan gives authority to the project manager 
A. The project management plan contains the quality baseline 

A. The project management plan contains the performance baseline 
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20. Which of the following is NOT an output of Direct and Manage Project Execution? 

A. Work performance information 

B. Deliverables 

C. Implemented change requests 

D. Forecasts 

21. You are a project manager starting a new project. Your manager warns you that 
previous projects ran into trouble. Which of the following would be BEST for you to rely 
on to help plan your project: 

A. Our project management expertise 

B. Historical information 

C. The change control system 

D. Forecasts 

22. Which is NOT true about the project charter: 

A. The project manager must be consulted before the charter is finalized 

B. The charter is issued by the project sponsor 

C. The project manager's authority to manage the project is granted by the charter 

D. The charter gives a summary milestone schedule 

23. Which of the following is NOT an input to the Develop Project Management Plan 
process? 

A. Outputs of the planning processes 

B. Project Charter 

C. Expertjudgment 

D. Enterprise environmental factors 

24. You are the project manager on a network engineering project. Two weeks ago, your 
team began executing the project. The work has been going well, and you are now a 
day ahead of schedule. Two stakeholders just approached you to tell you that they have 
an important change that needs to be made. That change will put you behind schedule. 
What do you do? 

A. Implement the change because you're ahead of schedule 

B. Refuse to make the change because the stakeholders did not take it to the change 
control board 

C. Refuse to make the change until the stakeholders document it in a change request 

D. Make sure the stakeholders know thatyou're open to change, and tell them to talk to 
the project sponsor 
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25. Which of the following is NOT an output of Perform Integrated Change Control? 

A. Approved change requests 

B. Rejected change requests 
Validated defect repair 
Recommended change requests 



C. 
D. 



Start tUkmg about the ki*ds of <^uesti< 
youVe seeing. Some have extraneous details- 
we tall the* Ved heWmjs." Mhev-s av-e about 
inputs and outputs. That will definitely 
*ake the exam more -familiar and easier. 



Exactly, watch out for 
those red herrings. 

Take some time to go over the answers 
to these questions and if they did throw 
you off track, reread the question to 
understand why 



Just remember... it you get something 
wrong now, tkat means you re 
actually MORE likely to remember 
it on the exam! That's why practice 
exams are so useful. 
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1. Answer: C 

This is really a question about inputs and outputs. There's only one process that 
takes "requested changes" as an input, and that's Integrated Change Control. 
That's where your changes get approved. The other answers all refer to other 
processes: A is about building a baseline (which is part of Develop P roject 
Management Plan), while B and D are both about Direct and Manage Execution. 



2. Answer: B 



The project management plan is created in the Develop Project Plan process, which 
happens after Develop Project Charter. Develop Project Charter is the very first 
process on any project, and the inputs in answers A, C, and D exist before the 
project started. The P roject Managemet Plan is created during the project. 



3. Answer: C 

The whole reason for the Direct and Manage Execution process is to actually do the 
project work, and the deliverables are the products or services that are created by 
the project. Don't get fooled by answer D-even though the work is performed in 
"Direct and Manage Execution," the information about how that work is performed is 
turned into forecasts in "Monitor and Control Project Work." 



4. Answer: C 

When you get a question about communication, look for the answer that provides 
the most complete, honest, and up-front information, even if that information won't 
necessarily solve the problem or make everyone happy. 



5. Answer: B 

All changes must be handled using the change control system, which is a set of 
procedures that is contained in the project management plan. There is no way to 
tell from the question what specific steps will be in that change control system- 
answers A, C, and D are all possible ways to deal with changes, depending on the 
situation. The only way to know for sure what to do is to follow the change control 
procedures in the project management plan. 



This is a Wh-is-»ot" question. 
JVhch you see a <\u«tioh asking y ou 
to Choose which mpu-t or output is 
hot associated with a yvoUss, o*e 
good strategy is to try to thi»k 
o+ what it is that process does. 




That makes st*st- ^o* need to 
monitor the work to -figure 
out how well it s 
bemg per-formed- 
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6. Answer: A 

This is a "just the facts" question, and answer A is the actual definition of the work authorization 
system from the P M BO K® Guide. After you're done with these questions, look it up- it's on 
page 452. Underline or highlight it, and then read it out loud. Once you've read about it in the 
chapter, answered this question about it, and then looked up the definition, you'll never forget it! 



7. Answer: D 

The first thing you do after a change is approved is to update the baseline. If you chose answer 
C, don't feel bad- it's easytogeta little mixed upaboutwhata baseline is used for. The whole 
purpose of the baseline is to figure out whether your project has deviated from the plan. But 
a change isn't a deviation from the plan! A deviation is accidental, while a change is done on 
purpose. That's why it's so important to get the change approved: that way, everyone knows 
about it, which means that you can plan for it. And updating the baseline is how you do that 

P lannin 9- >S y ou usc the basd'me b> ^oitti 

V^_^. yoursel-f -Pv-om *asty surprises... and a* 
approved dhanje is not a surprise 

8. Answer: B 

When your company has a policy, you need to follow it and not try to work around it. Also, don't 
get fooled by answer D-the question said that a change request was submitted, so it's already 
documented. The exam could contain tricks like that! -p, 

9. Answer: B ^^^il isa , dw . 




This is a Business Case— it describes the benefits of doing a project and can be used to decide 

whether it's worth it for your company to do the work. Sometimes the benefits will be about 

gaining capablities, not just money. 

Then will be Questions oh the exam 
^erc there a^t two valid a^s^s 

10. Answer: D but °*'y °* c BEs T answer. 

Defects do not need to be documented in the project management plan. Take a look at the 
other answers— do you understand why they are correct? Answer A is simply the definition of 
the project charter; it doesn't have anything to do with the defect, but it's still true. When you're 
performing the Monitor and Control Project Work process, you need to make sure defect repairs 
are approved before you change the deliverables, so answer B is true as well. And as far as 
answer C goes, that's the whole purpose of the Integrated Change Control process: to approve 
defect repairs, changes, and preventive and corrective actions! 
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11. Answer: A 

This is the definition of the project management plan! 

12. Answer: C 

Even when a project is terminated, you still need to close it out. 

13. Answer: A 



A question like this needs you to actually 
think about what you'd do— it's not just 
about applying a v-ule that you've learned. 



If a resource is not available to you, it doesn't matter what's in your project charter or what your 
sponsors and stakeholders want. You need to figure out how to move forward from here, and the first 
step in doing that is evaluating the impact that this new problem will have on your project. 




14. Answer: A 



Theme's ho su£h thing as a Change 
PHoHtizatio* Pb h / £ ccp ah out £ 
+ake arti+adts a*d presses. 




The project manager must decide the priority of the changes. If the changes need to be made, that 
means that they were approved. So you can't simply deny them. And you can't call the team in for a 
meeting, because they need to do the work. Some people may think that the stakeholders need to be 
involved- but since the change was already approved, you've gotten their buy-in. Now it's up to you to 
decide the order in which they're implemented. 

This is NOT a good dhange to*kco\ board 
bedause a Change Control Meeting doesn't 
15. Answer: C usua ||y mdlude the whole team! 




When you get a change request, you need to consult the project management plan and follow the 

procedures defined in the change control system. It is generally not a good idea to involve the entire 

team in evaluating each change that comes in- there maybe many changes, and if you pull your team 

off the job for each one, they'll never get their job done ! , 

„«-«■? Too tod A» not a 
16. Answer: A 




ans^ev^ 
v-eal process! 



Once a change is requested, all of the work that you do with it falls under Perform Integrated Change 
Control, right up until it's approved and you can implement it. 
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17. Answer: B 

The work authorization system is defined by the company, and it's external to the project, 
You can think about it as the rules that you are told to follow in order to assign work 
in your company. They are part of the Enterprise Environmental Factors, an input to 
Develop Project Charter. 



18. Answer: B 

The work performance information is documented as part of Direct and Manage 
Execution. By the time the project closes, it's too late to use the work performance 
information! That's why it's an input to Monitor and Control Project Work- so you can 
take corrective action if the work is not being performed well. 

WU tar* about S*o Pc 

^S^eht ih toe 
»*** Laptev. 



Remember that lessohs leaved 

&t documented ihv-oughou-fc toe 

pj^^jwt at the ehd' 

^whytoeVrcpartof WW 
rorWrnai^c /hWa-fcioh. 




or 



*ake suvc 



19. Answer: B 



The Project Charter authorizes the project manager. 




U diweraUe to *» 



20. Answer: D 

You'll learn about forecasts in Chapter 7— they're used to help 
predict whether the project will come in on time and within budget. 
If not, preventive or corrective actions will be needed! But you 
don't need to know that to know they're not an output of Direct 
and Manage Project Execution. 



21. Answer: B 

Historical information is an important input into Develop Project Charter, 
which is the first process that you perform when you start a new project. 
Historical information is very important, because it's how you learn about 
past projects' successes and failures. It's not actually listed as its own 
input. It's a part of Organizational Process Assets-and it really is a huge 
asset to any organization! 



When you add lessors learned -fco youv 
organizational pv-odess assets, youVe 
redovdinj impovtairrt his-to\ri£al m-PoVmaiicm 

that otoev project ^ahajevs tan use laiev- 
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22. Answer: A 

The project manager may be consulted when the project charter is created, 
but that's not always the case. It's possible that the project manager for a 
project is not even known when the charter is created! 



23. Answer: C 

While you may employ good judgment in developing your project 
management plan, Expert] udgment is not an input. It's a tool/technique 
used in the various processes. 



24. Answer: C T>\aji hi ■ ... 

s J^ 1 » look l*e a good answer? 

The first step in hahdling any change is to document it. That's why Change 

Requests are an input to Perform Integrated Change Control: the change 

control process cannot begin until the change is written down! 



25. Answer: D 

If you're having trouble remembering what the inputs and outputs are for 
Monitor and Control Execution and Perform Integrated Change Control, 
one way to think about it is that change control is all about deciding 
whether or not to do something. Monitor and Control Execution is where 
you spot the problems-that's why all of the RECOMMENDED actions 
and changes are outputs of it, and inputs into Perform Integrated 
Change Control. 

Perform Integrated Change Control is where those recommendations 
get evaluated turned into APPROVED actions and changes. The ones 
that are not approved are REJ ECTED.Then they go back to Direct and 
Manage Project Execution, where they are IMPLEMENTED, because 
that's project work and all project work happens in that process. 




£» 

♦ 



Remember, iWis is how you handle dtahjes 
Fihd it., evalua-fce it., -fix it 



So tow did you do? 



152 Chapter 4 



Download at Boykma.Com 
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Doing the right stuff 




Confused about exactly what you should be working on? 

Once you have a good idea of what needs to be done, you need to track your scope as 
the project work is happening. As each goal is accomplished, you confirm that all of the 
work has been done and make sure that the people who asked for it are satisfied with 
the result. In this chapter, you'll learn the tools that help your project team set its goals 
and keep everybody on track. 
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the ranch hand games story 



Out of the frying paw... 

The people at Ranch Hand Games have been working hard 
for a over a year on the sequel to their most successful title, 
Cows Gone Wild. It seemed like the project would never end. . . 



I need a break! Every time 
I thought we were done, 
someone would come up with 
something else to add. 





Amy's the dreative director. 
She's in dhavje o( the s-fcovy 
and -the av-bwov-k. 




BriaA the development 

the team that Wlds and 
tests the so^tv/avc 
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... and right back into the fire 

Since it took so long to get this version out, it's already time 
to start working on the next version. But nobody wants to see 
that project spin out of control the way it did last time. 



scope management 



TheyVe wonder^ wha*b 
-bhey u» do -to yi tWis 
»ev/ project starbed ok\ 
on i\\t r'^Wt -foot 





*?*vtt* 



The Cows Gone Wild II team ran into a lot of 
changes throughout the project. Could they have 
done something to avoid that problem? 
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why the last project went off the rails 



Cubicle conversation 




Brian: The project rocked in the beginning. We brought in 
some really talented programmers so that we could handle 
all of the technical challenges that might come up. We spent 
all that time whiteboarding and working our way through 
the technical issues in design. It really felt like this game was 
going to be amazing and fun to build. What went wrong? 

Amy: We got sidetracked all over the place. Remember 
what happened with the web site? We spent months making 
that site look just like the game. It got to the point where it 
actually looked a lot better than the game did. 

Brian: Yeah, you're right. And there were all these changes 
along the way — the story got updated like a thousand times. 
It was nuts. 

Amy: I remember that. What a mess. 

Brian: Totally Oh man, and that time we realized you had 
to redraw all the artwork for the Haymaker level? We all slept 
in the office for like a week! 

Amy: Right... Um, so what's gonna keep that from 
happening this time? 

N _.._u Law. ao*e better wr ^ nt 7 



*ould have yme 
Yroyeti w*a*a$er 



board- 
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J^^J 



ExeKaSe 



How would you solve these problems that happened in Cows Gone Wild II so they don't cause the 
same kind of trouble on CGW III? 



.£j£fr •*•*-'■* 



each of t^sc 

1. The web site got larger and larger and took almost as much time to build as the game itself. 



-« i a tad b> ***** a wV " 
The team haa xo 

2. Last minute story changes. 



3. Artwork changes that caused rewrites at the last minute. 



4. The game was over a year late. 
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how would you solve scope problems? 




Here are some answers that are good for dealing with these scenarios. 



ExenctSe 



1. The web site got larger and larger and took almost as much time to build as the game itself. 

Keep the team from doing unnecessary work. 




You ta*i defend o* -the -tea* -to 
-Pijure o»i what "to do alonj -the 
way. Y°u heed -to stope ou-t -the 
wov-k -fv-or* -the vev-y bejirmmcy 



A\ Luckily, ;( yo „ hai , doWh 

( f e ^P^p 4o*i yoU r 

\ tea* wohi wask ti*e doi 

unnecessary work later. 



2. Last minute story changes Plan ahead I awd avoid Jate-breaking. changes. . 




Writing down all o? ' the work " " ' 

and the eWort rehired to do it 
will hel ? everyone understand the 

i^att or their &»**■ l-f the «*** - teaw *?"*? Tu 

-thai Wa need to »>ake thanges, the 
programmers tould have worked on parts 
that weren't going to Aange- ™at would 

3. Artwork changes that caused rewrites at the last minute. ..^ t .^.*^. n * t .^ t T . 

fret started on the artwork changes sooner 4== 

i ; 

It's easier to %** out what's go.ng k ^ 

to have to 6han?e rf ^yo«e is in wds | ike this game was late betaus ** *£ Kejt 

s^nd on the s,ofe- i^~ **** W*» ? U ^ t0wld ** 

4 The game was over a year late Start p|a Hill M {jJOQftej^ FI9M .f jj U t what the 

team is going to do before t hey start. 

Knowing what youVe going {o build 
BEFORE you build it means you 

f* f a ^f , J** Priding Doing more planning at the start of 

bow long it will take. ihe ^ a . eti Kelps you p^teu so 

-tKa-t the most impov-ta^-t wov-k ^e-b 
done e-f-f idiently. 
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It looks like we have a scope problem 

All of the major problems on Cows Gone Wild II were scope problems. 

The web site was bloated with features that were added on late in the project. 
The creative team kept realizing that they had to do a lot more work. These 
are classic scope problems. 



The pvodudt ^°? c ,s a11 about ^ c ^ mal 
pvodutt-its -features, tomponents, pieces. 





Me* people talk about s£ofm 9 

out -thei^r pirodudts, a lot of times 
theyVe talking about -PijuHhj out 
the -features of the pv-odudt, hot 
the work that $oes i*to it. 



Product s cope means the features and 
functions onne product or service that 
you and your team are building. 




Me* */e talk about sdofmj out a pvojett, we 
mean 631*1*3 out all of the work that needs 
to be done to make the pvodudt- 



Project scope is all of the work that 
needs to be done to make the product. 



yW/S.s a bi 9 P a,t of what the 7 
Pgerf :«*»pr is touted 
w-th... the work the team has to 
do. 



Scope cr eep meanscXjn ^ntrollecT ) 
changes tRat cause theteam to doe 
work. 



extra 



This means thanes that just went 
■ m without anyone bothering to 
-figure out what effect they d 
have on the pv-ojedt's time, dost, 
stope, quality, risk, or resourdes. 



For the exam, you need to understand both 
product and project scope. 
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product versus project scope 




terpen your pencil 



1. Programming 

I | Project Scope 
3. Graphic design 

I | Project Scope 
5. Great graphics 

I | Project Scope 
7. Mac and PC compatible 

I | Project Scope 



Here are some attributes of Cows Gone Wild III. Which are project 
scope and which are product scope? 

2. 34 levels in the game 

I | Product Scope Q Project Scope Q Product Scope 

4. Four playable characters 
I | Product Scope Q Project Scope Q Product Scope 

6. Testing 

I | Product Scope Q Project Scope Q Product Scope 

8. A "boss battle" milk fight level at the end 

I | Product Scope Q Project Scope Q Product Scope 

► ibswers on page 216. 



VL- Does the scope include all of the 
stuff that I make, like a project schedule 
or a budget? What about things that are 
used to build the product but not actually 
delivered to the people who use it? 

r\. Yes, the project scope includes every 
single thing made by you and the team, and 
that includes the project plan and other 
project management documents. There 
are plenty of things on a project that are 
deliverables, but which the people who use 
the product will never see... like a project 
schedule, specifications, blueprints, and 
budgets. And while some of these things are 
made by the project manager, there are a 
lot of them that aren't, and it's not your job 
to figure out what goes into them. You just 
need to make sure they get done. 



thereiare no 

Dumb Questions 

VL- Won't the team care more about 
what they are making than how they are 
making it? 

r\. Yes, definitely. It's your job as project 
manager to worry about all of the work the 
team does to build the product, so that 
they can focus on actually building it. But 
that doesn't mean you don't need their 
cooperation to make sure you've written 
down all of the work, and nothing else. 



Q; 



_ Does that mean the project 
manager doesn't care about the product 
scope at all, just the project scope? 

r\. No, you still need to think about your 
project's final product. You can never ignore 
product scope, because most projects have 



changes to the product scope along the 
way. You'll have to change your product 
scope to include the work that's caused by 
product scope changes. Changes like that 
will probably have an impact on time and 
cost, too. 

Here's an example: If somebody asks for a 
new feature in Cows Gone Wild III, the first 
thing the team needs to do is understand 
how much work is involved to accommodate 
it, and what that scope change will do to the 
cost and schedule. 

As a project manager, your main concern is 
understanding that impact, and making sure 
everyone is OK with it before the change 
gets made. It's not your job to decide which 
is the best feature for the product, just to 
help everybody involved keep their priorities 
in mind and do what's best for the project. 
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You've got to know what (and how) you 
will build before you build it 

You always want to know exactly what work has to be done to finish your project 
BEFORE you start it. You've got a bunch of team members, and you need to 
know exactly what they're going to do to build your product. So how do you 
write down the scope? 

That's the goal of the five scope management processes. They're about 
figuring out how you will identify all of the work your team will do during the 
project, c oming up wit h a way to make sure that you've written down what work 
will be cK ^neTand no thmg^lse!), and making sure that when things change on 
your project, you keep its scope up to date so that your team is always building 
the right product. ] 

£do ? e ma.* yme*t *** 

0FstoPe,»ot>st^ats 

^>avt ok »t 





That's a good idea. But what 
happens if they miss something? 

It often seems like you should just be able 
to get everyone in the same room when the 
project starts and just hash all this stuff out. 
But it's really easy to miss something, and it's 
even easier for a team to get sidetracked. 

It's way too easy for people to go off track 
and start doing things that don't really 
contribute to the project — like building the 
web site for a video game instead of building 
the game itself. 





Scope 
Management Plan 



You need "to wvite down e%adtly how 
youVe y>ir»5 to do all o£ those thmy 



Th.s .s why the stcfe ^ay^i 
|la, needs to say how youVeaoi,a 
to keep unnecessary work out o-f 
the project 




The scope management plan describes how you write down the 
scope, make sure it's right, and keep it up to date. 
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The power of scope management 

When you take control of your project's scope, you're doing more than 
just planning. It turns out that when projects have scope problems, the 
results are actually pretty predictable. Take a look at these problems that 
the Ranch Hand team ran into. Do any of these sound familiar to you? 
Many project managers run into similar problems on their own projects. 



%y The team had trouble getting the project off the ground. 

Everyone on the team was good at their individual jobs, but it 

seemed like nobody knew how to get the project started. 

They d si-t around m meetings talking 

about what -tV^cy wanted to build, but 

it seemed like weeks beW anything 

started getting done 

^0 There were a lot of false starts. Just when they thought they 
were getting the project under way, it seemed like something would 
shift and they'd be back to square one. 



The sponsor and stakeholders were unpredictable. There 
were three different times that Amy and Brian thought they were 
done. But each time, a stakeholder found a problem that sent them 
back to the drawing board. 

The worst part about this was that there was no 
way h> know when they were done with the project 
without asking -for the sponsor's opinion... and it 
seemed like that opinion was always changing. 



There were a whole lot of changes. They were always 
scrambling to keep up with shifting priorities and ideas, and they 
never knew for sure what they'd be working on each week. 





tha^s ««« *ete«*T a»d y»d .deas. 
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The five Scope Management processes 

Each of the Scope Management processes was designed to help you avoid the kinds 
of scope problems that cause a lot of projects to go off track. One of the best ways 
to remember these processes for the exam is to understand why they're useful, and 
how they solve the kinds of problems that you've seen on your own projects. 



Requirements Document 




Project Scope Statement 




Work Breakdown 
Structure 




Change Requests 



Accepted Deliverables 



Collect Requirements 

In this process, you find out all of the stakeholder's needs and write then 
down so that you know what to build and your requirements can be 
measured and tracked. 



Define Scope 

Here's where you write down a detailed description of the work you'll do 
and what you'll produce. 




When you do -this right, the stakeholders 
are hever unpredictable bemuse you 
already understand their needs. 



Create WBS 




The work breakdown structure (or WBS) organizes all of your team's work 
into work packages — or discrete pieces of work that team members do — so 
that you can keep the momentum of the project going from the start. 

Pay attention to the WBS-there will be 
a lot o-P questions about it oy\ the e*am. 

Control Scope 

We already know how important it is to control changes on your project. 
When scope changes aren't controlled, it leads to the most frustrating sort of 
project problems. Luckily, you already know about change control, and now 
you can use it to manage your project's scope. 

Remember Integrated Change 



K Kemember Integrated Change 

\ Cov\hro\ -Prom the last chapter? 

V — ^ /Vow you'll see it in action. 



Verify Scope 

Once the work is complete, you need to make sure that what you're 
delivering matches what you wrote down in the s cope sta tement. That way, 
the team never delivers the wrong product to th^c^stomerj) 

On the e*am, Customer" dan mean the - 
same thing as Client" and "sponsor" 
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the pm is here to help 



Cubicle conversation 



Meet M«ke. 4*e «e* 
y. vojett manay*- at 
Raw* Ha«d qa"> es 



u 








Brian: So we finally hired a project manager. Welcome aboard! 

Amy: I'm glad they brought you in to help fix this mess. 

Brian: So what are you gonna do to help us? Because I don't see what 
you can really change. 

Mike: Thanks for the vote of confidence. Look, I might not be able to 
fix everything, but we should be able to keep this scope under control. 

Brian: Sure, you say that now. But we all thought the last project 
would go fine too, and that one was a real pain! 

Mike: Well, did you gather the requirements for your last project? 

Amy: No, but we've built video games before and we knew basically 
what we needed to do when we started out. 

Mike: It sounds like that wasn't enough. 






What's the first thing Mike should do to make sure that Cows Gone Wild III goes 
well? 
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Collect requirements for your project 



Gathering requirements is all about sitting down with all of the stakeholders 
for your project and and working out what their needs are, and that's what 
you do in the Collect Requirements process. If your project is going to 
be successful, you need to know what it will take for all of your stakeholders 
to agree that your project has met its goals. You need to have a good idea of 
what's required of your project up front, or you'll have a tough time knowing 
whether or not you're doing a good job as you go. That's why you need to 
write down all of your project and product requirements with enough detail 

that you can measure your team's progress. -t\ t stakeholder v-e<\istev" ,s a 

//^ list o-P all oUV* ?« ? le you 
need to "talk to >*><rk out 
the ve«\iAivew>e»>ts +ov the 
ovojett 4 



m |^^^ Planning 
m process gfroup 




Stakeholder Register 







Project Charter 



The Projedt Charter 
■bells you at a summary 
level what the pv-ojedi is 
loosed to addomflish 




You only say/ tnis briery m 
Chapter ^, but you II lea™ a 
lot ^ore about it later in the 
Copulations Management 
chapter. 



Inputs 



ExeitciSe 




These two inputs were outputs from processes in the Initiating Process Group. Write down which 
process created each of them. 



1. Project Charter:. 



2. Stakeholder Register:. 



i^Swersonpage216. 
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where to find requirements 

Talk to your stakeholders 

The Collect Requirements process involves talking to the people who are affected by your 
project to find out what they need. All of the tools in this process are focused on getting your 
stakeholders to tell you about the problem that the project is going to solve. Sometimes that 
means sitting down with each of them one-on-one, and other times you can do it in a group 
setting. One of the most important things to understand about requirements is that every 
requirement fulfills a specific stakeholder need. Lucky for you, a lot of those needs are already 
written down — in your Business Case Document. 

But that's not the only place you'll find requirements, so here are three really useful tools and 
techniques to help you gather requirements: 



T* 



Interviews are important ways to get your stakeholders 
to explain how they'll use the product or service your 
project is creating. By talking to people one-on-one, you 
can get them to explain exactly what they need so that you 
can be sure that your project can meet its goals. 



FOCUS Groups are another way to get a group 
of people to discuss their needs with you. By letting a 
group discuss the end product together, you can get 
them to tell you requirements that they might not have 
thought of by themselves. 



Facilitated Workshops are more structured group conversations where a 
moderator leads the group through brainstorming requirements together. In facilitated 
workshops, misunderstandings and issues can get reconciled all at once because all of the 
stakeholders are working together to define the requirements. 



J**"?** a J,* 



JS 



xn and the develop***-!- 
*** work fcjette, fe dell 

rachiated Works ho ° 



l^ulreuients Tip C]@se m 



hop. 




your v^uhne-ehfe fl|| 

«*¥ «*** «*» ,a need 
J*t you ide-tf fed i, you , 
JW« Case Dot^el 







You start with the 
stakeholders for your 
project. They have 
a need that your 
project can meet. 







Business Case 



Next you figure out 
how those needs 
benefit your company 
and write a business 
case for them. 



Requirements Document 

' When you write down 
your requirements, 
you're saying exactly 
how those needs will 
be met. 
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Make decisions about requirements 

A big project usually has a lot of stakeholders, and that means a lot of 
opinions. You'll need to find a way of making decsions when those opinions 
conflict with each other. There are four major decision-making techniques 
you can choose from. 



T* 



Unanimity means everyone agrees on the decision. 

Majority means that more than half the people in 
the group agree on the decision. 

Plurality means that the idea that gets the most votes 



Dictatorship is when one person makes the decision 
for the whole group. 



Erte*ci$e 



You'll need to know the difference between the four different decision techniques for the 
exam. Here are the minutes from a Facilitated Workshop that the CGW team held with all of 
its stakeholders. Identify which of decision-making technique was used in each case. 



1. The group voted on the CCG (cud-chewer gun) 3. There were 10 new scenery suggestions up for 

five times but decided not to include it because they approval, but only 5 could make it into the game, 

couldn't get everyone to agree on it. The team chose the top 5 in a general vote. 

I | Unanimity Q Plurality Q Unanimity Q Plurality 



□ Majority Q Dictatorship 

2. The VP of Engineering told everyone that they 
had to come up with a new character for Team 
Guernsey. Since he's the highest-ranking person in 

the room, nobody argued with him. 

[ | Unanimity Q Plurality 

I | Majority Q Dictatorship 



I | Majority Q Dictatorship 

4. Over half the group wanted to see a new story 
that involved Farmer Ted. So that requirement was 

recorded as an absolute necessity. 

I | Unanimity Q] Plurality 

| | Majority Q] Dictatorship 



A}uo[e|/\| ']/ Aj!|Bjn|d '£ djiisjojejojo'z Ajjwmeun '[ :sj9msuv 
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information to follow here 



Help your team to get creative 

Getting your team to think creatively can help you create a better product 
from the start. Group Creativity Techniques are all about getting those 
creative juices flowing while you gather your requirements. 



T* 



Mind Maps are a good 
way to visualize the way 
your ideas relate to each 
other. When you've finished 
working through an idea, it 
sometimes helps to create 
a map of how you got there 
and show which ideas can be 
grouped together. 




tomes W fee Orade at 



Heve's tV* mmdmav tV * fl 
C6W team made W / 
^eW Wa-.r*b*m^ sess.o*. 



4 



Delphi Technique is a way of letting everyone in the group give their thoughts about what 
should be in the product while keeping them anonymous. When you use the Delphi Technique, 
everybody writes down their answers to the same questions about what the product needs to do and 
then hands them into a moderator. The questions could be about specific features that the product 
should have. 



When the CGW team used the Delphi Technique, here were a few of their questions: 




CGW III Delphi Questionnaire 

What new levels would you like to see in the game? 

What new abilites should Bessie have? 

What should the story for CGW III be about? 



T^PelYMTrfWj*"" 
W»«dW^ftV* 

Wk tV* team W.1I »eed 
b do and We* l«* * 
W.II take W 

I 



The moderator keeps everybody's names to himself but shares the ideas so that everyone can learn 
from them and think of new ones. After everybody discusses those ideas, they're given a chance to 
adjust their original answers to the questions and hand them back in to the moderator. These iterations 
continue a few times until the group settles on a list of requirements for the product. 
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This kind ok diagram 

is also taWcd a "^\ 

£J Piajv-am (or a 

&wakrta diagram) 

because -bhey were &*w* 

mveirrbed by a really 

smav-b juy named Jiv-o 

^awaki-ta- 



CfttfM 



T* 



J 



wasttt 



rS 






5*l«* 







. 



I 



Firrt level 



ftdtwVW 



ltay*«WW* 




IbwHoW* 1 ^^wwr 




Affinity Diagrams are great when you have a lot of ideas and you need 
to group them so you can do something with them. A lot of people make 
affinity diagrams using Post-it notes on walls. That way you can move the ideas 
around and change the groupings when you think of new areas to explore. 
Sometimes just putting requirements in categories will help you to find new 
ones. 

Brainstorming is one of the most commonly used ways of collecting 
requirements. Whenever you sit a group of people down to think of new ideas, 
you're brainstorming. 



Nominal Group Technique is a form of brainstorming where you write 
down the ideas as you find them and have the group vote on which ones they like 
the best. You then use the votes to rank all of the ideas and separate the ones that 
aren't important from the ones you want to delve into deeper. 
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everyone likes a prototype 



Use a questionnaire to get requirements from a 
bigger group of people 

The Cows Gone Wild development team needed to talk to the people who 
play their games to figure out what would make them happy in the next 
version. They obviously couldn't go around to all of their customer's houses 
asking questions, so they wrote a questionnaire about new possible features for 
the game that they sent to gamers after they registered the game. 

When it was time to start collecting requirements for the new version, they 
started with all of the data they'd gathered from those surveys and did some 
analysis on them to figure out which features were most important to the 
gaming comunity Here's an excerpt from their survey results: 



T* 



rnxAiQ Gone Wild II Registration Survey Results 

%XS%Z$*S££££«*» COW H. requirements co,,ec,ion surveyj 

Here are the results: 

wth'new environs wou,d you like to see included in a follow-up to the game? 




Observation can help you see things from a different point of view 

Sometimes observing the people who will use your product while they work with it will give you a 
better idea of how to solve their problems. People don't always know what to say when you ask them 
for requirements, so watching them deal with the problem your product is going to address can help 
you to find requirements that they might not tell you about on their own. 
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A prototype shows users what your 
product will be like 

Sometimes the best way to get your stakeholders to give you an opinion on what your 
product should be is to show it to them in a prototype. Prototypes are models of the 
product that you're going to build that let your stakeholders get a better idea of what 
your team is thinking. Sometimes users who are experimenting with a prototype will 
come up with a brand new requirement that they never thought of before. If you can 
get them to find it in the prototype, it's a lot easier to deal with than if you wait until 
the end of the project to show to them. When you're making a really complicated 
product, it can make sense to prototype it as part of the requirements collection 
process so that you can find changes that your users will ask for early on. 

Prototypes are a great tool if your project is being developed using iterative techniques. 
If you're using Agile software development processes or defining requirements in 
phases, prototypes are a great way to keep your stakeholders involved in the project 
and get their feedback on changes that might be needed. 




COmGOM 
MID Iff 



Hie MilVenirg 



tkereicire no 

Dumb Questions 



VL« In my company, business analysts collect the requirements, 
not project managers. Why do I need to know all this stuff? 

r\. Good point. A lot of project teams will have a Business Analyst 
who will work on gathering requirements for the project and writing 
specifications for it. As the Project Manager, though, you are 
responsible for making sure that the needs of all of the stakeholders 
are met. So it's a good idea foryou to stay on top of the requirements 
collection process and be an active participant in it. 

Some organizations even divide up the requirements-gathering 
activites into Project Requirements and Product Requirements. The 
Project Requirements would be things like staying within the budget, 
meeting specific deadlines, and using a certain number of resources, 
while Product Requirements would be about features of the product. 
Even if you are lucky enough to have a Business Analyst on your 
project to help you gather requirements, you'd better understand 
both the project and product requirements if you're going to keep your 
project on track. 

v^ # Can I just skip these requirements-gathering tools and 
jump straight into code? We do iterative development where I 
work. That means I can jump right in and plan the work as it's 
happening, right? 



it's going to be foryou to plan out your project. Even iterative projects 
must plan out their requriements for each phase upfront. Now, it's 
true that you should be able to get through the Collect Requirements 
process more quickly if you're only gathering requirements for a 
small phase of your project, but it doesn't mean that you can skip 
requirements altogether. 

v^ # How do I know when I'm done collecting requirements? 

r\. That's a good question. Your requirements need to be 
measurable to be complete. So it's not enough to write down that 
you want good performance in your product. You need to be able to 
tell people what measurement counts as good performance for you. 
You have to be able to confirm that all of your requirements are met 
when you close out your project, so you can't leave requirements up 
to interpretation. 



You know your requirements are 
complete when youVe gfot a way to 
verify each of them once they Ve 
built. 



A: 



The short answer is no. The more you know up front, the easier 
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where your requirements live 



Collect requirements outputs page 

The outputs of the collect requirements process are the Requirements Document, the 
Requirements Management Plan, and a Requirements Traceability Matrix so you can 
follow them from the document through implementation and verification. 



Outputs 




is measurable- I* 
i\\t end product 
has puzzles -b^at- 

involve SY/immmfy 
-the v-e<\vAiv-emett-t 
will pass i-ts -test 
|Jf not it Will &il 



Here, you Uv\ load 
-the levels and -time 
ii -to -Pijuve <ha{, i-P 
-the pv-odud-t mee-ts 
its ve^uiv-emen-b- 



CGW III Requirements Document 



1. Introduction 

time for the holidays. e IV ' W " L The mke ™9 which will be released next year in 

2- Organizational Impact 

3. Functional requirements Aamirastratinn, Finance, and Customej Sereice. 

W"» I RUQ 01 - include Undemnterl^ T 



■ Nonfunctional requirements 



Name 
| Summary 
! Rationale 

! Requirement 



I RNF0Q1 - Perform ance as good or befterl^ T^- 

We m cannItTe S^jj^^ 
bnrr 2 ^^^^ version 

1 :>CLUMUS over a cable connection at 256k 



The Requirements Document needs to list all of the functional and non-functional requirements of your product. 
Functional requirements are most of the kinds of things that you think of right away; new features, bug fixes, 
new or different behavior. Non-functional requirements are sometimes called "quality attributes" because 
they're things that you expect from your deliverables, but aren't specific features. Some examples of non-functional 
requirements are: performance, reliablity error handling, and ease of use. 
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CGW III Requirements Traceability Matrix 

Origin codes: Business Case - BC, Suvey-Sl, Internal- 1 
Requirement Nos: Cross-reference with Requirements Document 
Work Module: Where implemented, cross-reference witl^TOp^ 
Test Where verified, cross reference with design of experiments 



Requirements for Underwater Levels 



Origin 



SI 



BC1 



S3 



Requirement Module 



RU001 



RU002 



3.3.1 TC01-TC57 



3.4.1 



RU003 I 3.6.2, 3.7.1 



Test 



TC101- 
TC350 



TC2 



aWBS.sand how to build 
j**t a +cw pa^s. 



>9 *ore about what 

one ih 




CGW II Requirements Management 

The Requirements Collection Process: 

The following techniques will be used for requirements dictation. 

1. Questionnaires and Surveys 

2. Facilitated Group Workshops 

3. Delphi Technique 

4. Focus Groups 

5. Interviews 

6. Observation urnM 
They will be prioritized based on strategic allignment with CGW 
Ill's Business Case Document. 

Requirements will be managed as part of integrated change 
control once approved. 



The Requirements Management 

Plan -bells how requirements will 

be gathered and analyzed- 



Oy\U the Requirements dodument is 
approved by the stakeholders, any 
dhanges to it need to be approved using 
Integrated Change CoY\bcol 



This dodument shows where the requirements 
dome -Prom, where they get implemented, and 
how they get veri-Pied- It's a great way to take 
a <\uidk high-level look at all your requirements 
and make s^c theyre mapped to spedi-Pid test 
lasts. 



^\ BULLET POINTS - 
^*# AIMING FOR 
THE EXAM 

■ Product scope means the 
features and functions of the 
product or service being built. 
Project scope means the 
work that's needed to build the 
product. 

■ Functional Requirements 

are the behavior of the 
product. Non-Functional 
Requirements are implicit 
expectations about the 
product. 

■ Scope management is about 

figuring out all of the work 

that's going to be needed for 
the project, and making sure 
only that work is done-and 
nothing else. 

■ The Scope Management 
Plan is created as part of the 
Project Management Plan. 
It defines the process you'll 
use for defining scope and 
managing changes to it. 

■ You'll need to know the order 
of processes for the exam. 
A good way to remember 
them is to understand how the 
output of one process is used 
as the input for another. 
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define scope process inputs 
Wei* ^\ scenarios. 



1. The team got together to come up with ideas that for the game. As they thought of them, 
they grouped them on different colored index cards and used thumb tacks to arrange them on 
a bulletin board by type. 



2. Ranch Hand Games put a list of questions for people visiting the website to answer in 
exchange for a game promo coupon. 



3. The team got together to brainstorm and periodically voted to rank requirements and 
separate the least important from the most important. 



doi|s>jJOM p9}B}!i!oej £ 'eujeuoflseno Z 'wej6e!p Apyjv 'I :sj9msu\/ 




Now that Mike's gathered the requirements, what do you think he should do with 
them? How can he make sure they actually get implemented in the game? 
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Now that the Ranch Hand team has a project manager, everything will go smoothly, right? 
Well, not exactly Just assigning a project manager isn't enough to get the scope under control. 
That's why you need the Define Scope process. Even the best project managers need to rely 
on things from the company and the people around them. That's why the inputs to Define 
Scope are so important. They contain everything you need to know before you can begin to 
break the project down into the work that the team members will do. 



scope management 



m |^^^ Planning 
m process gfroup 



You II Y\ttd "this because i-t -tells you 
-the business needs, and who you\r 
sponsor and stakeholders arc 




Jus-t like wi-th the s£ope 
manajemen-t plan, -templates and 
-fov-ms will help sa^t you -time- 



AH ok -those v-e<\ui\rer*en-ts 
you £olle£-ted art an inpu-t 
-to De-fine ££ope- 



• fJ/JJiM 



Project Charter 





Requirements Documents 



Organizational 
Process Assets 



Inputs 
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define scope process tools 



How do you define the scope? 



These are the £>ur -tools f 
teWi«\ues o£ Pcfme Stofc 




you 



You already got a head start on defining the project scope when you wrote down the 
requirements. But now you need to go a lot further and write down all of the work that you 
and your team are going to do over the course of the project. Luckily, the Define Scope 
process tools and techniques are there to help guide you through creating the project 
scope statement (which you'll learn about in a minute). 

You heed -to -figure out what 
"the stakeholders *eed so < 
la* deliver it to them. 

Facilitated workshops 

When you do Faciliated Workshops with 
your stakeholders, figure out what they 
need, and write it all down. The reason 
you do this is because you need to make 
sure that what you're delivering really 
meets the needs of the stakeholders. 
This keeps the team from delivering a 
poor product. 

An important part of stakeholder 
analysis is doing your best to set 
quantifiable goals. That means 
writing down specific project goals that 
you can measure, which makes it a lot 
easier for the team to plan for the work 
they have to do. 




That's a ycat 
y>al, but 'it's not 
e^udntvfteMe-- 




Everybody ta» 
shoot -for thai 



Product analysis 



Remember product vs. project scope? People 
naturally think about the product they are 
making when they start to define the scope. This 
tool is all about turning those things into project 
work that needs to be done. 

Once the work is complete, you're going to have 
to make sure that what you're delivering matches 
what you put in your requirements. The better 
your product analysis is at the start of the project, 
the happier your stakeholders will be with 
the product, and the less likely it is that you'll 
discover painful, last-minute problems at the end. 




storyboards 
scenery 
great graphics 



^e gar** hCCC | s £ his 




I 



s ° /Wy does this. 



storyboarding sessions 
drawing the scenery 
designing the graphics 
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Alternatives identification 

Think of other ways that you could do the 
work. Exploring different ways to do the work 
will help you find the one that is most efficient 
for the project. It's always possible that you 
might find a better way of doing things and 
need to change your original plan. 



Designing the graphics: alternatives 



Hire a graphic designer 




Send the design work 
to an outside studio 



License artwork that 
already exists 



Expert judgment 

You've seen this one before! Bring in an expert to 
help you figure out what work needs to be done. 




Expert Judgment 



V£/ Is product analysis the same as 
requirements gathering? 

r\. Not exactly. When people gather 
requirements, they're trying to understand 
what needs the product should fill. 
Requirements are the contents of the 
product. When you use product analysis 
to define the scope of the work to be done, 
you're figuring out what deliverables the 
team needs to work on in order to build 
your scope statement. So product analysis 
is concerned with how the work will be 
done, not what's in it. 



iWeiflre no 

Dumb Questions 

V^- What if there is only one way 
to do something? Do I still need to do 
alternatives identification? 

r\. There aren't too many things out 
there that can only be done one way, but 
if you happen across one, then you don't 
have to spend much time on alternative 
identification because there aren't any 
alternatives to identify. 



X/ what if a stakeholder can't tell 
me how to measure his needs? 

r\. That can get kind of tricky. 
Sometimes stakeholders know that 
they want things to get better, but they 
don't know how to tell when they've 
succeeded. You need to work with them 
to find something that can be measured 
in their ideas about project success. 
Without a way to measure your success, 
you won't know whether or not you are 
accomplishing your goals. 
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The scope statement tells you what you have to do 

After you have done your scope planning, figured out as much as you could using 
stakeholder and product analysis, and identified all of the possible ways of doing the 
work, you should be ready to add any new findings to the scope statement. 



Outputs 




M the 

objectives 
»ecd to b c 

•*easureable. 



Even -though you probably 
tan'i hi ALL of the 
requirements here, there 
should be enough detail to 
let you keep on p lannin^ 
and re-fer back to it later. 

This Kedns looking -for 
all the work the Protect 



The deliverables listed 
here are BVBRYTHIH^ 
the project Creates, 
Deluding project 
■*a»a 3 er»ent stuff. 



Constraints are known _ 
limitations. Assurw^ETons are ' 
things you th'mk art true- 



Cows Gone Wild III: The Milkening 
Project Scope Statement 

ProjectObjectives: The project team m , .ct *,,„ ,- 

qualu, standards to be considered read, to release P M musl meet ■*<*»*« 

^mSSSSE?* "*"" ™P«**.That»,„eedto 
"*"*'*« ™> deliverables forthrs project are: 



Game 

, Design Documents 
Contract 



Test Plan 
Test Reports 
Budget 



Source Code Schedule 

Defect Reports Change Requests 
Project Management Plan 



tSK^:* : « r - {*« *c,.„ exisd„ g 

acceptable to all stakeholders. Ugh pnonty and severit y to be 

^Constraints: Artwork from the previous games cannotbe used. 
^ecMss Hmpte The developers wll.notbe asked to work on any otter projec*. 



TK.s is the other "Apt <£ the 
^otess, and and it has to do 

U *»* Control V^/e II yt 
4» that when we talk about the 
Control SCooe j roCess. 




Scope Management 
Plan Updates 
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Here are a few things that Mike left out of the CGW III scope statement. Can you 
figure out where each of them should go? 



1 . The game must have fewer than 1 5 defects 
per 10,000 lines of code. 



A- Project objectives 



2. There will be four graphic designers 
reporting to the art director, and six 
programmers and four testers reporting to 
the development manager. 



B. Project deliverables 



3. No more than 15 people can be allocated 
to work on the game at any time. 



4. Scenery artwork. 



5. The product shall reduce tech support calls 
by 15%. 



C Project constraints 



d. Initial project organization 



E. Project requirements 



6. The game needs to run on a machine with 
1 GB of memory or less. 



E Product acceptance criteria 



i^iSwersonpage217. 



The project scope statement tells what work you 
are— and are not— gfoingf to do to do in the project. 



you are here ► 179 



Download at Boykma.Com 



requirements versus scope 



Fireside Chats 




Tonight's talk: Requirements Document and 
Project Scope Statement spar over what's 
important in scope management 



Requirements Document: 

I'm glad we're finally getting a chance to chat in 
person. 



I wouldn't say that! It's just that, well, I think it's not 
hard to see why I'm such a critical part of scope 
management. 

Well, it ought to be. I mean, you wouldn't even exist 
if it weren't for me. 



Project Scope Statement: 



Really? I never got the impression that you had 
much respect for me. 



Typical. Everything's about you. 



There's no work to do if there's no product and 
without me, nobody knows what to build. So 
without me, really, who needs you? 



But they still need me to tell them what to build. I 
tell everybody what the product needs to be. 



How do you figure? 



Now that's just not fair. You think that just 
because people get together and talk about you in 
focus groups and brainstorming sessions, you're 
something special. Without me, people would be 
arguing over your requirements forever. I'm the 
one who puts limits on all of this stuff. 



That's true. And it's no wonder that so many 
projects have problems. But the more you know up 
front, the easier it is to plan for what might happen 
along the way. 



That may be true, but think about it for a minute. 
Your requirements almost always change from 
the time you start the project until it ends. You're 
so high-maintenance. You hardly ever hear of a 
project where the team gets all of the requirements 
right from the beginning. And when you change, I 
have to change too. It's so obnoxious. 
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Requirements Document: 

I guess that means that knowing the project scope 
up front is pretty important too, now that I think 
about it. 



But you're so broad. I mean, if you really want to 
know what's getting done a project, you have to look 
at me. I represent the need the project is filling; 
without me it never would've happened in the first 
place. 



That seems almost as important as my job to me. 



Project Scope Statement: 



That's exactly my point. We're both useful, but I'm 
the one everyone thinks of first when they think 
about managing scope. 



Here we go again with your attitude. Trust me, 
without me, no one would know how those needs 
were going to be met. I'm just as important as you 
are. 



I guess we're never going to see eye-to-eye on this. 




ExettciSe 



You'll need to know the difference between defining the scope and collecting the project's 
requirements for the exam. Which of these things is part of the Project Scope Statement, 
and which is part of the Requirements Document? 



1. The work required to create the graphics 

I | Requirements Doc Q Scope Statement 

2. New characters in the game 

I | Requirements Doc Q Scope Statement 

3. 33 new levels 

I | Requirements Doc Q Scope Statement 

4. The performance requirements for the product 

I | Requirements Doc Q Scope Statement 



5. A description of how the WBS is created 

I | Requirements Doc Q Scope Statement 

6. How the software will be tested 

I | Requirements Doc Q Scope Statement 

7. How the stakeholders will verify the deliverables 

I | Requirements Doc Q Scope Statement 

8. A list of all artwork that will be created 

I | Requiremnts Doc Q Scope Statement 



i '9 's 'i :}uawa}e}s scJods 8 'fr '£ 'I ^oq sjuewejmbay :sjeMSu\/ 
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A- 



Question Clinic: The "Which-is-PESf Question 



\ 



/V 




When you're taking any sort of exam, the 

more familiar you are with it, the more relaxed you'll be. 

And one way to get familiar with the PMP exam is to get to know 

the different kinds of questions you'll see. One important sort is 

the M Which-is-BEST" question. 



The Whidh-is-BE£T 

Question sometimes 

starts with a sentence 
or two talking about a 

particular situation. 



^ere^tomer ,f 
^Uol porter- 



^^ / Ilrfnr a building 

acceptable , rharteran dusefttDShoj 
project manager hpf ,v e dsothatyou 

^acceptable s0 fta t you 

though C was -tetKnitally temftt, 
p i$ a muth better destviftior. <A 
how thany Control acUlty worfa. 



wen 



A/ 



^-ow you have eh 

;»*; you -Pi,d out that 



Some o£ the answers 
Will simply be wotfy 
You should be able to 
eliminate them ftvst 





This one sounds good... That's what the 
project Charter is £>r, right? But wait 
a minute/ What does the charter have 
to do with the sdope of the work? 

do r>eed \p do th« " 

tot B^ T a » SY,e,r? 
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Fill in the blanks to come up with your own "Which-is-BEST" question. 



You are the project manager for . At the end 

(an inausfty ©r fob name ©f a^fejecf) 

of , , , you ran into a problem. You find 

pt $c©f e Management 1p©cessj 

out that was not performed by 

(*t fe©] ©r fec^n^e jfSf |s ]>ar£ ©t fo% fScess) 

correctly. Which is the BEST way for you to proceed? 

({fre {earn member ©r ]>ers©n wp© js 

suffused {© 4 fo% {©©] ©r fecj^ue) 



A. 
(an ©bVJ©us|y wf©ng answer wfcere f]ie]>ers©n ©r ]>r©jecf manage*? uses fob {©©| ©r fec(ini<jjie }nc©rrecfiy) 

B. ^ 

(an answer fjiaf s©unc[s c©rrecf, buf jsn f IHe^ESTEiswer) 




(p^E§TEswer fo% Scribes exacfjy ]i©w {© use f]ie]>r©cess ]»r©]>eriy) 
(an answer g^f says s©me{|iing feat's {rue aWuf an }rre|evanf ]>r©cess, JiKe ©ne &©m CSper 4) 



u 



3oin the ftead first MP community at http://www.headfirstlabs.com/PMP 
You can add your ftead Libs answer, and see what ftead Libs other project managers 
came up i/ith! 



^V 'V 
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what's in the scope statement? 



Create the work breakdown structure 

The Create WBS process is the most important process in the Scope Management 
knowledge area because it's where you actually figure out all the work you're going 
to do. It's where you create the Work Breakdown Structure (or WBS), which is 
the main Scope Management output. Every single thing that anyone on the project 
team — including you — will do is written down in the WBS somewhere. 
Inputs Inputs 



m |^^^ Planning 
m process gfroup 




Inputs 




The outputs from Collect Requirements 
and Define Scope become inputs to the 
Create WBS process. 



This isn't the only output o-P 
the Create WBS process, but 
it s the r*ost irwpov-tdht one- 

Well take a dlosev- look at 

this in a minute- 
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The inputs for the WPS come from other processes 

You've already seen all of the inputs that you need to create the WBS. It shouldn't be 
too surprising that you need the requirements document, project scope statement, and 
organizational process assets before you create the WBS. When you're developing these 
things, you're learning what you need to know in order to decompose the project work. 



youVe building these, youVe 
the restart)* a*d makiha the 




WW 

doing unc rcscdrch and rhdkmg 

- — Ionian you need h> build the l/VBS. 



Project Scope 
Statement 



Organizational 
Process Assets 



r 



The -fovms and -templates 
heve will be veally useful! 





That's what they're there for! 

On the next page, you'll see what a WBS 
looks like. When you go to build one 
yourself for your next project, you don't 
need to start from nothing. You'll usually 
start with a template that you get from the 
organzational process asset library. 
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freaking down the work 

One way to get a clear picture of all of the work that needs to be done on 
a project is to create a work breakdown structure. The WBS doesn't show 
the order of the work packages or any dependencies between them. Its only 
goal is to show the work involved in creating the 
product. 



Cows Gone 
Wild III 




This WBS breaks the project 
work down by phase ; Qto*c 
on the ri^ht breaks -the 
down by deferable 



hem 



1. Project Mgmt 



1.1 Initiating 



1.1.1 Create 
project charter 



1.1.2 Review 
project charter 



2. Design 



1.2 Planning 



1.2.1 Develop 
PM plan 



1.2.2 Create 

scope 

statement 



1.2.3 Create 
scope baseline 



J 1.2.4 Develop 
WBS 



This picture helps everybody 
to see the magnitude of the 
work that heeds to be done 
and sometimes taithes work 
parages that you might 
»ot -find in a document. 



3. Construction 



4. Testing 



1.3 Executing 





1.3.1 Direct 
work 



J 1.3.2 Make 
approved ^ 
changes 




T 



This WdS> only shows the Projedt 
Management tasks * c ^ avc lca, ™ cd 
so -Pav. The WBS &>r this whole 
project would show all aspedts ok 
product development. 



Thi 



N 



Tk* W « h,erar<h*al. W ywo,k 
th a t,s^ s ,de,edpa,t<^L ic ^ 
-^gement and also pavti J 



cxeduti 



,h 9 ^n appear here. 



The \A^BS doesn t try to establish the order that the 
team will perform eadh work padkage- Work packages tan 
be listed in any order as long as they art in the right 
category. For example, treating the baseline happens 
AFTER the l/VBS, even though they re not listed here in 
that order. 




Why would you break the project down by phase rather 
than deliverable? Why would you want to break it down by 
deliverable? 
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Preak it down by project or phase 

A WBS can be structured any way it makes the most sense to you and your project 
team. The two most common ways of visualizing the work are by deliverable or by • 
phase. Breaking down the work makes it easier to manage because it means you are ^\ 



less likely to forget work packages that need to be 
included. This is the same project as the one on 
the left, but this time, it's broken down 
by deliverable. 




Cows Gone 
Wild III 



Project Mgmt 



These are the same 
phases */e -balked 
about m D^-ber *• 



2. Artwork 



1.1 Project 
Charter 



1.2 PM Plan 



1.1.1 Create 
project charter 



1.1.2 Review 
project charter 




There are ^1^°^ 

,ot^W^mtWs 
^S,Wtsome<At^ 
*es «e have already 
covered are here- 



1.2.1 Develop 
PM plan 



1.2.2 Develop 

scope 

management 

plan 



1.2.3 Develop 

time 

management 

plan 



1.2.4 Develop 

cost 
management 

plan 



1.2.5 Develop 

risk 

management 

plan 



3. Source Code 




1.3.1 Collect 
Requirements 



1.3.4 Create 
WBS Dictionary 



4. User Docs 



V 7. 

TW,s\A/B£^tdo,e-tdoesa 
she a«y o< the wo* «UW fc 
,eed ^ ^ Wled ouUeW tW 
dhar-t ^ould be Vmished- 




VfcvWt talked 

about ^^^ . 
M^^^u ? ^t- 

Every work parage i* ih c n 
hi< \ uc ^beir, usually a* ou-fcli 
>beir like i* your wow* di™/~ 



WBS has 



line 




number like ih your word pressor. 
You use ihe number h> identity e*h 
work package and its *ate 9 ory 



Each of these things is 
called a work package. 

It's a unit of work that you and your 
team use to organize the stuff you're 
going to have to do to get the project 
done. The work package is the lowest 
level on a WBS; the higher levels are 
used to categorize the work packages. 
When you roll them all up into one 
big WBS, you get a complete picture 
of everything that the team will do 
over the course of the project. 
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decompose deliverables into work packages 

Creating the WBS is all about taking deliverables and coming up with work 
packages that will create them. When you do that, it's called decomposition, 
and it's the main tool you use to create a WBS. 



T* 




S-birt with a major 
deliverable. 



Organize the project 
based on how you work 



Then begin 
breaking down 
the project 
into smaller and 
smaller pieces. 



\ 



So you need -to -talk -to the 
-team, h+t they satis-Pied that 
you've given them enough de-tail 
-to do ibe job? 



This 




Make sure the team has enough 
information about the work 
package to get the job done 



\ 



means you should begin b> 
think about how youVe going 
to estimate the work packages 
when yo U Ve decomposing them. 
We II talk more about this i» 
the next Chapter. 



Each work package has to 
be compact enough to make 
it easy to organize 







\OY\ } 




Package Artwork 
Into Files 



3 



Get CDs, 
Manuals, and 

Cardboard 
Boxes Printed 
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You v/on t -find a*y solutions -for this, bcdausc there aren't 
a*y vi^K-b or y/\ro^5 answers.' It's your t\\aut -to -take a minute 
"to tWk tKmy tnrou$h-that'll jet it into your brain- 



[ " ' " You'll need to understand decomposition for the exam. Here are a 

few deliverables from Cows Gone Wild III. Based on what you've seen 
so far, decompose them into work packages. There are no right or 
wrong answers — this is practice for thinking about decomposition. 



Software 



Artwork 



Marketing materials 



Throwing a party for the team 



Online play promotional events . 



Game add-ons . 



Support forums and message boards. 
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Project Scope Management Magnets 

Understanding how to build a work breakdown structure is very 
important for the exam — it's one of the most important parts of the 
Scope Management knowledge area. Here's your chance to create a 
WBS for Cows Gone Wild III: The Milkening. There are two ways you can 
break down the work. See if you can use decomposition to do it! 

On this page, create a work breakdown structure broken down 
by project phase. 



Cows Gone Wild III: The Milkening 



Project Management | I Design 



Create WBS 



Construction I 



Write Story 



Package Artwork 
Into Files 



Testing 



U* these *a 3 hek fe 
+■« '» the bUk Wh£. 



We've Wled ■" a &* 
*ork ? a*kays -to yt 70 

started- 
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More Magnets 



Oops! Looks like the magnets fell off the fridge. Here's your chance 
to practice breaking down the work to create a different WBS using 
the same magnets as before. But this time, instead of decomposing 
project phases into work packages, break the project down by 
deliverable. 

On this page, create a work breakdown structure broken down 
bv deliverable. 




Project Management J 



Develop 
Scope 



Software | 
Design I 



Package Artwork 
Into Files 



Get CDs, 
Manuals, and 

Cardboard 
Boxes Printed 
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Project Scope Management Magnets Solutions 



Scope 
Planning 



] 



Develop 
Scope 



Create WBS 



Create 
Schedule 




Cows Gone Wild III: The Milkening 



Project Management! I Design 



Write Story 



Software 
Design 



i 



Construction 



3 



Programming 



Package Artwork 
Into Files 




You 6a» Weak Aow the 

v/oirk U a frojefrt m 

awy ^mbev o* ways. 



Testing 



Test Software 



Beta-Test 
Video Game 



Inspect 
Boxes 



c Abided that, say, ***** 
It's okay rf Y" ^L „Acr ,o,sWW, 
s,e^y * aj* ?^ ^ We * to 

^ ^ At X ,tt ** *■* d** 
\ e av« about the ww - 




f*A,fcl* 



Can you think of a reason that Mike would break Cows Gone Wild III work down by phase? 
Can you think of why he'd break it down by deliverable? 
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J^ W tte/* broke* 




Cows Gone Wild III: The Milkening 




Project Management j 



Develop 
Scope 



Create WBS 



Create 
Schedule 




Sketch 
Characters 



Package Artwork 
Into Files 



Get CDs, 
Manuals, and 

Cardboard 
Boxes Printed 



Inspect 
Boxes 



Programming 



Test Software 



Beta-Test 
Video Game 



Did you notice kow tke project management work packages are tke 
same in kotk WBSes? You could kreak tkem down into more detailed 
project management deliverakles, and tken you a see a difference. 
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Inside the work package 



You've probably noticed that the work breakdown structure only shows you the 
name of each work package. That's not enough to do the work! You and your 
team need to know a lot more about the work that has to be done. That's where 
the WBS Dictionary comes in handy. It brings along all of the details you 
need to do the project work. The WBS Dictionary is an important output of 
the Create WBS process — the WBS wouldn't be nearly as useful without it. 

This is one o-P the WBS Didtionary entries £>r 
■the Cows ^o*e Wild III project It goes with 
•the "Test Software" work p adkage in the WBS. 



Test Software 
WBS Dictionary Entry 



Tke WBS Dictionary 
contains the details of 
every work package. 
It's a separate output 
of tke Create WBS 
process. 

Eadh work package has a 
*ame, and in many WBSes 
the work packages will also 
have (P numbers. 



This is just a 
desdription 
o-f -the work 
•that needs to 
be done- 



bo*i -Pov-get 

does* I show 
depehdehdies 

d**OY\§ woV-k 

packages. 



Test Software 



Work Package ID and Name: 3.2.4 
Statement of Work: 

tested by a team of quality engineers. 

Responsible Organization: Ranch Hand Games QATeam 

Schedule Milestones: 

. 4/26 - P roqramming team delivers software 

. 6/18 -Functional testing and graphics taring completed 

. 8/10 - QA approves software for beta testing 



Quality Requirements: 



»ratts^«=^ 



Code of Account Identifier. RHG-236 
Required Resources and Cost Estimate: 

. Monitor beta testing - 2 leads, 1 analyst ($6,000) 



tteve's v-Kat the WBS 
entry would look like 
with this IP number. 



3.2.4 -Test Software 



3 



£adh work padkage 
should be small enough 
to make dost and 
v-esourde estimates. 

•#This addount identifier 
is important— it s how you 
" hook your l/VBS into your 
dompany's addounting system. 

That way you tar\ make sure 
all o£ the work is paid -for. 
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It will help you on the exam to know why all of the outputs 
are important, and the WBS is one of the most important ones. 
Write down as many reasons for using a WBS as you can think of. 



tWeiare no 

Dumb Questions 



V^/ Does the work breakdown 
structure need to be graphical? It looks 
like a lot of work. Can't I just write out a 
list of tasks? 

J\l Yes, the WBS has to be graphical. 
The WBS needs to show all of the work 
packages, and how they decompose into 
phases or deliverables. When you look 
ata simple WBS, itmightseem like you 
could manage your work packages just as 
efficiently using a simple list. But what if 
you have a large team with dozens, 
hundreds or even thousands of work 
packages? That's when you'll be really 
happy that you know how to decompose 
deliverables into a hierarchy. 



VL« What if one work package depends 
on another one? 

r\. There are definitely dependencies 
among work packages. For example, the 
Ranch Hand QA team can't begin to test the 
software until the programming team has 
finished building it. But while this information 
is important, the WBS isn't where you figure 
out the dependencies. 

The reason is that you need to figure out 
what work needs to be done before you start 
to figure out how the work packages depend 
on each other. 



V^/ What if I don't know enough to 
estimate the cost of a work package? 
What do I add to the WBS Dictionary? 

r\. The WBS Dictionary should only 
contain information that you can fill in when 
you create it. A lot of the time, you'll know all 
of the information that needs to go into it. 
If you have an estimate and know the 
resources that should be used, then put it 
in. But if all you have is a statement of work 
and an account code, then that's all the 
information you'll be able to add to the entry. 
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The baseline is a snapshot of the plan 

As the project goes on, you will want to compare how you are doing to what 
you planned for. So, the scope baseline is there to compare against. It's 
made up of the scope statement, the WBS, and the WBS Dictionary. When 
work gets added to the scope through change control, you need to change the 
baseline to include the new work packages for that work, so you can always 
track yourself against the plan. 



The stope baseline is a 
snapshot o£ "the plan, 
and it's an important 
out ? ut o-C Create ItfBS. 




Puttmj together a baseline 
just v*tdv\s making Copies o\ 
youv- project documents so you 
dan dompare them with later 
versions a-Pter you put your 
project through dhanje Control- 



Yes. When there's a change you 
need to take a new snapshot. 

Whenever a change is approved through 
change control, the baseline needs to be 
updated. Approved changes are changes 
to the scope management plan also, so it's 
important that you re-baseline your project 
when they are approved. That way, you'll 
always be comparing your performance to 
the most updated plan. 
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VL- What happens if I need to change 
the scope? 

r\. You need to put it through change 
control - just like a change to the product 
scope. As you're building the product, it's 
always possible that some work will pop up 
in an unexpected place. 

It could be that the initial technical design 
is inadequate or buggy. Or maybe you just 
think of a better way to do things while 
you're working. In either case, you have 
to determine the impact to the schedule, 
the budget, the scope, and the quality of 
the product and put the proposed change 
through change control. That's what it means 
to look at the project constraints every time 
there's a change. 

Once everyone understands the impact and 
approves the change, you need to go back 
and adjust your scope baseline to include 
the new work. If your budget or schedule 
are affected, you'll need to change those 
baselines too and integrate all of them into 
the project management plan. But we'll talk 
more about that in later chapters. 

VL- Do I really need to create a 
baseline? 

r\i Yes. It might seem like a formality in 
the beginning, but the baseline is a really 
useful tool. As you are building your project, 
you will need to refer back to the baseline 
if you want to know how you are tracking 
against stakeholders' expectations. 



tWeiare no 

Dumb Questions 

Let's say you said it would take you 12 
months to build Cows Gone Wild III, and a 
wrong technical decision creates a two-week 
delay. You can use the baseline to figure 
out the impact of that change to all of the 
different plans you have made, and then 
explain to everybody the impact of the 
change. 

You can think of the baseline as a way 
of keeping track of the project team's 
understanding of their goals and how they 
are going to meet them. If the goals change, 
then the understanding of them needs to 
change too. By telling everyone who needs 
to approve the two-week delay about it, you 
make sure that the goals change for the 
team as well. Then you change the baseline, 
so you can measure your team against the 
new deadline of 12 and a half months. 

V£/ Wait a minute. Doesn't that mean I 
need to do change control and update the 
baseline every time I make any change to 
the document while I'm writing it? That's 
going to make it really hard to write the 
first version of anything! 



A 



Don't worry, you don't have to go 
through change control until the scope 
baseline is approved. And that goes for ANY 
document or deliverable. Once it's accepted 
and approved by all of the stakeholders, only 
then do the changes need to go through 
change control. Until it's approved, you can 
make any changes you want. That's the 
whole reason for change control- to make 
sure that once a deliverable is approved, you 



How can you know all of this up 



run all of the changes by a change control 
board to make sure that they don't cause an 
unacceptable impact to the schedule, scope, 
cost, or quality. 

Q; 

front? 

r\. You can't. Even the best planned 
projects have a few surprises. That's why the 
scope planning cycle is iterative. As you find 
out something new about your scope of work, 
you put it through change control. When it's 
approved, you need to add it to your scope 
management plan, your scope statement, 
your WBS, and yourWBS Dictionary. 

It's also possible that you might find new 
things that the team should do when you're 
making your WBS or your scope statement. 
So all of the scope planning documents are 
closely linked and need to be kept in sync 
with one another. 

VL« What if I come up with new work for 
the team later on? 

r\. You use change control to update the 
scope baseline. Your project can change 
at any time, but before you make a change 
you need to figure out how it will affect the 
project constraints- and make sure your 
sponsors and stakeholders are okay with 
that impact. That's what change control does 
for you. 



Anytime you m ake a chang e, you need to get 
it a pproved , and then update the baseli ne 
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The outputs of the Create WPS process 

The Create WBS process has three major outputs: the Work Breakdown 
Structure, the WBS Dictionary, and the Scope Baseline. But there are 
others as well. When you create the WBS, you usually figure out that there 
are pieces of the scope that you missed, and you may realize that you need to 
change your plan. That's what the project document updates are for. 

n x x We '" e * Wc **1 **• the most imoorfcht 

Outputs y l x 



TV* >*ea»s thanes to i\\t 
yrojtti management plan and 
otnev- pv-ojefct documents. 



ones. 





Work Breakdown 
Structure 




Scope Baseline 





Project document 
updates 



W&S, you oRch discover 

^IUeedio 9 oba.ka,d 
<*+ the P la„i h9 , ydc ajh 



WBS Dictionary 



Make sure you finalize the WBS 

Before your WBS is done, you need to finalize it. You do 
this by establishing a set of control accounts for the work 
packages. A control account is a tool that your company's 
management and accountants use to track the individual 
work packages. For example, Mike gets a list of control 
accounts from Ranch Hand Games' accounting department, 
so they know how to categorize the work for tax purposes. 



«4 



BULLET POINTS: AIMING FOR THE EXAM 



The Create WBS process is a 
really important process on the 
PMP exam. 

The WBS is created by 
decomposing large work products 
into work packages. 

To finalize the WBS, control 
accounts are established for the 
work packages. 



The WBS Dictionary is a 

description of each work package 
listed in the WBS. 

The inputs to WBS creation are the 
outputs to the Define Scope and 
Collect Requirements processes: 
the Requirements Document, and 
the Project Scope Statement. 



As you decompose the work, you 
find new information that needs 
to be added to the Requirements 
Document and the Project Scope 
Statement. That information is 
treated as a change and goes 
through change control. Once it's 
approved, it can be added into the 
document, and that kicks off the 
planning cycle again. 
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Dumb Questions 



V^/ How do I know if I should use phases or deliverables for 
myWBS? 



A 



It really depends on the project. You want to present the 
information so that it allows the management in your organization the 
ability to visualize and control your project. So, if most people in your 
organization divide it by phases, then you should, too. 

If people do it different ways from project to project where you work, 
then you might make your decision based on how people think about 
the work you are about to do. 

The point behind the WBS is to help other people see the work that 
is necessary to get the project done, so if your management thinks 
of projects in terms of phases and understands them best that way, 
then it's better to divide your project work along those lines. 

It could be that the work you are doing is anxiously awaited by a lot 
of people who will look at the WBS to understand the project, and, 
in that case, it probably makes sense to divide your work up by 
deliverable. 





V^/ How do I know when I have decomposed the work to a 
small enough work package? 

r\. The short answer is that you should decompose that work until 
it is manageable. 

You need to be careful when you come up with the work packages for 
your WBS. If you decompose to the most granular level, you could 
end up wasting everybody's time trying to figure out exactly how 
much effort goes into, say, "writing up meeting minutes" for each and 
every meeting in your project. 

So, you should break down the work to small enough packages that 
everybody can understand what's being done and describe it in the 
dictionary... and no further. 

V^/ I know how to make scope changes during planning. What 
do I do if I run into scope changes during execution? 

r\. Any time you run into a change to your scope, regardless of 
where you are in the process, you put it through change control. Only 
after examining the impact and having the change approved can you 
incorporate the change. 

VL« Can you back up a minute and go over the difference 
between the Scope Management Plan and the Project 
Management Plan one more time? 

r\. Remember how the Project Management Plan was divided 
into subsidiary plans? The Project Management Plan tells you how 

manage all of the different knowledge areas, and it has baselines for 
the scope, schedule and budget. 

The Scope Management Plan is one of those subsidiary plans. It has 
really specific procedures for managing scope. For example, Mike's 
Scope Management Plan tells him which stakeholders he needs 
to talk to when he's gathering requirements. It lists what tools and 
techniques he's planning to use when he uses Scope Definition to 
define the scope (for example, it says that he needs to consult with 
specific experts when he does alternatives analysis). And when 
there's an inevitable change- because even the best project manager 
can't prevent every change!- it gives him procedures for doing 
Scope Management. So even though the Scope Management Plan is 
created in the Develop Project Management Plan process, it's used 
throughoutall of the Scope Management processes. So definintely 
expect questions about it on the exam! 
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Cubicle conversation 



Everything is great. The project is rolling along, and there are no 
problems with the scope. . . until something goes wrong. 





Brian: At first I thought we could use the same five 
backgrounds over and over, but it's starting to look 
really stale. 

Amy: Huh, I guess you're right. It looks like we need to 
create more scenery. 

Mike: Why were we trying to limit the backgrounds in 
the first place? 

Amy: I think they were worried about disk space. 

Brian: Yeah, but that's not so much a concern right 



Amy: Great! Let's just change the artwork, then. 

Mike: Not so fast, Amy There are a couple of things 
we need to do first... 



TW* is *ovk -that 

That ">ea*s visa 
sto^t fcha*y- 



A^J*l»*kk*rf 




What homework do you need to do before you make 
scope by adding or removing project work? Why? 


a change to the 
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Why scope changes 



Sometimes something completely unexpected happens. Say, a really important 
customer asks for a new feature that nobody saw coming and demands it right 
away Or, a design for a feature just isn't working, and you need to rethink it. Or, 
new stakeholders come on board and ask for changes. 

The scope can change while you are working for a lot of reasons. Some changes 
are good for your project, while others will definitely reduce your chance of 
success. Change control is there to help you to see which is which. 




(rood change 



or 



m 




Th * way k avoid 
^ope Anecp is & 
P»» your 6ha^ cs 



A good change makes the product better with very little 
downside. It doesn't cost more time in the schedule or 
more money from the budget, and it doesn't destabilize 
the product or otherwise threaten its quality. 

Pad change 

A bad change is one that might seem from the outside 
like a good idea but ends up making an impact on the 
project constraints. Here are a couple of examples: 

Scope Creep 



This happens when you think you know the impact of a 
change so you go ahead, but it turns out that that change 
leads to another one, and since you are already making 
the first change, you go with the next. Then another 
change comes up, and another, and another, until it's 
hard to tell what the scope of the project is. 

Gold plating 

Sometimes people think of a really great improvement 
to the product and go ahead and make it without even 
checking the impact. In software, this can happen pretty 
easily. A programmer thinks of a way to make a feature 
better, for example, and just implements it, without 
talking it over with anybody. This may sound good, but 
it's not — because now you have to pay for these features 
you never asked for. 



$ood thanks to?? c » V^fi 

ravely and nearly ft/W 
ttovAt has some imyafcl y>at 
should be -Cully e%florcd bcW 
you 50 -fov-y/av-d- 




Be on the lookout U 
e*am ? les <£ sdo ? e *ree ? and 
aold flat** on the e*am. 
Both are 6ons»deved ^xbad 
a »d should new be done 




Download at Boykma.Com 



you are here ► 



201 



gold plating or scope creep 



As 



ExenciSe 



Here's the WBS that you created for the Cows Gone Wild III project, and below that are some 
changes that the team has asked Mike to make since the work started. All of them are bad changes. 
Check either scope creep or gold plating for each one. 



Cows Gone Wild III: The Milkening 



X 



Project Management 



I 



Design 



Scope 
Planning 




Create 
Schedule 



Write Story 



l1 



Software 
Design 




1. We need to create a screensaverto market the 
game. Let's kill two birds with one stone and 
test out a brand new graphics engine on it. Oh, 
and we'll need a story for the Screensaver, so 
we should write that too. Of course we have to 
recruit some killer voice talent for the screensaver. 
Memorable names sell more games. 

□ Scope Creep □ Gold Plating 

2. Testing the most recent build, I just noticed that if 
the player presses x-x-z- a- Shift- Shift- Space in 
that order, Bessie does the Charleston- it's 
really funny. 

I | Scope Creep Q Gold Plating 



Construction 



Testing 



Package Artwork 
Into Files 




Beta Test 
Video Game 



Inspect 
Boxes 



3. We should add a calculator for tracking gallons 
of milk collected in the game. It will be really 
easy. We could even release the calculator as a 
separate add-in, and we could probably make it 
full-featured enough for the folks developing the 
game down the hall to use it too. 

I | Scope Creep Q Gold Plating 

4. The printer just told us that she could also do silk 
screen T-shirts for everybody as a ship gift. Let's 
get our design team to do some special artwork 
for them. We can have everybody's names written 
in cows!!! Then we could use the same artwork 
on posters that we put around the office- oh, and 
coffee mugs for new people, too 

I | Scope Creep Q Gold Plating 
6upe| d P|og s\ i , d99J3 sdoDS 9JB p pue '£ 'i :sj9msu\/ 
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The Control Scope process 



There's no way to predict every possible piece of work that you and your team are going to 
do in the project. Somewhere along the way, you or someone else will realize that a change 
needs to happen, and that change will affect the scope baseline. That's why you need the 
Control Scope process. It's how you make sure that you make only those changes to the 
scope that you need to make, and that everyone is clear on what the consequences of those 
changes are. 




Monitoring 
fr Controlling 
process group 



You II also use 

Assets as a* m?wt v * y,c> 




MP p. Mu |IM w Ti^% 



\ - i I.U" ■^fl^^^™™ - ■ ■ ■ 



Project Management Plan 

Requirements Documents 



m 




Lin 1 J±]_ h^il 



Traceability Matrix 




Work 
Performance 



— r\nft 



Control Scope Process 



Variance Analysis 



.^ look at 
tWls *°o/ i h a 



There's only one tool in the Control Scope process: 
Variance Analysis. This is where you constantly 
compare the information that you're gathering about 
the way the project's going to your scope baseline. 



TWis da^c 
sbra'^Wt out o* 
the Pircfrt f 
Mav^e Pvojedt 

£%e£ut*o* 
ov-odess vrom 

the last 
Rafter. It 
tells You ho* ^ 
blithe teams 

bee* domft 
the job- 




XI 




These updates ave^ 
hov/ you v-eadt -to 
nedessav-y sdo^e 
dha^es that av-e 
amoved thv-ou^h 
dhav^e do^tvol. 







Work Performance 
Measurements 



Updates to 
Organizational 
Process Assets 



Project 

Document 

Updates 




Updates to the Project 
Management Plan 
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Anatomy of a change 



Let's take a closer look at what happens when you need to make a change. You 
can't just go and change the project whenever you want — the whole reason that 
you have a baseline is so you can always know what work the team is supposed 
to do. If you make changes, then you need to change the baseline... which 
means you need to make sure that the change is really necessary. Luckily, you 
have some powerful tools to help you manage changes: 




A change is needed 

Every change starts the same way. Someone 
realizes that if the project sticks with the plan, 
then the outcome will lead to problems. 



•■' 




q / I know we're under pressure 
to get the game out the door, 
but we need to make a change. We 
only planned on making four meadows 
on level 3 and reusing them for level 
6, but it's just not working for us. 
We've got to change this if we want 
the game to sell. 



"**»beir, cvch a stakeholder/ 



© Create a change request 

Before a change can be made, it needs to be 
approved. That means that it needs to be 
documented as a requested change. The only 
way to get a handle on a change is to write it 
down and make sure everyone understands it. 



O f We'll 

write up a change 
request, and then put 
it through Integrated 
Change Control to get it 
approved. 




Get the change approved 

Remember Integrated Change Control from 
the last chapter? That's the process where the 
project manager takes a requested change and 
works with the sponsor and stakeholders to get 
approval to put it in place. 



*=TSi 



Requested 
Change 



£hah 9 es m{» approved chafes. 



Integrated 

" Change " 

Control 



fc 



Approved Change 
Request 
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Do variance analysis 

Take a look at the baseline and see how the change 

will affect it. This is where you decide whether you 

need to take some sort of corrective action. You 

compare the scope baseline against the change that 

you want to make, and figure out just how big the 

change really is. , . 

You ve we^ toe tV**& 

ajp'msb tt« kasclmC *° S " 
\\ it's 301*3 -to require a 
b'13 6bany -to youv yU. 

Replan the work 

Now it's time to go back to the scope documentation 
and update it to reflect the change. 




Updates 




/ 1 \ 



M 



Project Scope 
Statement 



Project 
Management 

Create a new baseline 

Now that you've figured out that you need to change the 
scope, it's time to update the baseline. Go back to the scope 
statement, WBS, and WBS Dictionary, and update them so 
that they reflect the change that needs to be made. 



Plan 








Work Breakdown P^t Scope 
Structure Statement 



Project 
Management Plan 





Work Breakdown 
Structure 

t 

V Von t -forget to update 
the IVBS Difrticmary, -too. 



The change is done! 

Now you can move on with the project 
using the new baseline that you saved 
and distributed to the team. 

. TV's will tov*t 

J in ha*dy when 

\r you 90 back -to 

put together 
the lessohs 
learned/ 



Project Management 
Information System 
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A closer look at the Change Control System 

One of the most important tools in any Monitoring & Controlling process is the 
Change Control System. Let's take a closer look at how it works. 

Since the folks at Ranch Hand need a change to add more scenery to Cows Gone Wild 
III, Mike takes a look at the scope management plan to understand the impact before 
forwarding it to the change control board. Once they approve the change, he updates 
the project management plan, checks it into the configuration management system, 
and changes the WBS and WBS Dictionary to include the new work packages. 




~]3»|s 



Remember -bWis -fvom 
the last Rafter? It's 
e*adtly the same change 
dontvol system tool that 
v/e already learned about- 




"We need more 
scenery" 



j 



Scope Management 
Plan 

7 

The -first step is to dhedk y 

the sdope management 

plan to -f i$uve out hoy/ to 

handle the dhanjc 

Out the dhan$e is approved, you need 

to update all o* the relevant plans and 

baselines to include the dhanjed wovk. 




"We need to add 
more scenery" 
Change Request 



Change 
Control 
Board 



fc, 




Approval 



Project Management Plan 



oTT^I 



Work Breakdown 
Structure 





The PMIS is v/heve the 
/ donWation manayment 
\L system is, so the dhan^ed 
plans op hev-c 



Make the 
Change! 



WBS Dictionary 



Project Management 
Information System 



Sinde the dhan$e has been 
approved it's time to update 
the WBS and WBS Dictionary. 



s. 
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Just one Control Scope tool/technique 

There's just one tool/technique in the Control Scope process. It's pretty intuitive: 
just take a minute and think of what you would need to do if you had to make a 
change to your project's scope. You'd need to figure out how big the change is, and 
what needs to change. And when you do that, it's called variance analysis. 



scope management 



Variance Analysis 

This means comparing the data that can be collected about 
the work being done to the scope baseline. When there is a 
difference between the two, that's variance. 

This tool of Control Scope is all about analyzing the difference 
between the baseline and the actual work to figure out if 
the plan needs to be corrected. If so, then you recommend 
a corrective action and put that recommendation through 
change control. 



Tke goal of 
Control Scope 
is updating tke 
scope, plan, 
b aseline, and 
WBS inio. 



there's no "right order" for the Control Scope and Scope Verification processes 

If you've got a copy of the PMBOK® Guide handy, take a look at how it presents the Scope Management processes. 
Did you notice how the section on the Verify Scope process comes before Control Scope? We're putting these processes 
in this book in a different order, and it's the only time we deviate from the order of the PMBOK® Guide. That's not 
because the PMBOK® Guide is wrong! We could do this because there is no "right" order: Control Scope can happen 
at any time, because project changes can happen at any time. Verify Scope (the next process you'll learn about) is usually 
the last Scope Management process that you'll do in a project. The trick is that sometimes you'll find a scope problem 
while you're verifying the scope, and you'll need to do Control Scope and then go back and gather new requirements, 
rebuild the WBS, etc. So the Control Scope process can happen either before or after Verify Scope. 

So why did we change the order? Because thinking about how the two processes relate to each other will help you 
remember this for the exam! 




ttlvfcv* 



A lot of things can happen along the way during a 
project, especially when you have a lot of changes. 
What happens if the deliverables you and the team build 
don't quite match up to what your stakeholders expect? 
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what's control scope about? 



therefore no 

Dumb Questions 



VL' ,s Control Scope always about work and project 
scope? C an it ever be about deliverables and 
product scope? 

r\. No. The Control Scope process is always about 
the work that the team does, because the whole Scope 
Management knowledge area is about the project scope, 
not the product scope. In other words, as a project manager, 
you manage the work that the team is doing, not the things 
that they're making. Now, that doesn't mean you should 
never pay attention to deliverables. You still need to pay 
attention to the scope of the product, too, since the two are 
pretty closely related. For example, in the CGW III project, 
anytime somebody wants to add a new feature to the game, 
a programmer will need to program it, an artist will need 
to make new artwork, and a tester will have to test it. Any 
time you make changes to the project scope, it affects the 
product scope, and vice versa. 

V^/ What if a change is really small? Do I still have to 
go through all of this? 

r\. Yes. Sometimes what seems like a really small change 
to the scope- like just adding one tiny work package-turns 
out to be really complex when you take a closer look at it. It 
could have a whole lot of dependencies, or cause a lot of 
trouble in other work packages. If you don't give it careful 
consideration, you could find yourself watching your scope 
creep out of control. Each and every change needs to be 
evaluated in terms of impact. If there is any impact to the 
project constraints-time, cost, scope, quality, resources, or 
risk- you HAVE to put it through change control. 

VL- How can you do variance analysis without 
knowing all of the changes that are going 
to happen? 

r\. You do variance analysis as an ongoing thing. As 
information comes in about your project, you constantly 
compare it to how you planned. If you're running a month 
behind, that's a good indication that there are some work 
packages thattook longerthan yourteam estimated-or 
that you missed a few altogether. Either way, you need 
to take corrective action if you hope to meet your project 
objectives. 



Waiting until all possible changes are known will be too 
late for you to actually meet your goals. So you need to 
constantly check your actuals versus your baseline and 
correct where necessary (after putting your recommended 
actions through change control, of course!). 

V^/ I thought the Configuration Management System 
was part of the Project Management Information System 
from the Integration chapter. What does that have to do 
with change control? 

r\. When you write and modify documents throughout 
your project, you need to make sure that everybody is 
working with the same version of them. So you check them 
into a Configuration Management System, and that way 
everybody always knows whereto go for the latest version. 

Since you are checking all of your documents in, that's 
where you will keep your work performance information also. 
The most recent version of the schedule, any reports you 
have gathered on defects, and individual work performance 
should all be there. So, when you want to figure out what's 
going on in your project, you look there first. 
It follows that you would modify your documents and 
check them back into the CMS after any change has been 
approved too. 



Every scope change 
goes through the 
Control Scope process* 
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Control Scope Process Magnets 

Whenever you make a scope change, you need to go through all of the 
steps of change control. So what are those steps? Arrange the magnets to 
show the order that you handle changes to the scope. 



2. 



6. 



3. 



4. 



Compare the 

change against 

the baseline 
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how change control works 



Control Scope Process Magnets Solutions 

Arrange all of the activities you do to control scope in the right order. 




The whole id« behind t^ e Co ^ ol is ^ 

° T**> *" »*< ^ tte *ha» 9 e I really 
W n a»d the* you update yo.. 



WOV" 



yow uj/Qd-cc youv 
'* *> you *a* keep tw\t of ii 





Ask the stakeholders. 

You need to go back to the stakeholders 
and get formal acceptance. That's what 
the Scope Verification process is for, and 
it's coming up next. 



210 Chapters 



Download at Boykma.Com 



scope management 



Make sure the team delivered the right product 

When the team is done, what happens? You still have one more thing you need to 
do before you can declare victory You need to gather all the stakeholders together 
and have them make sure that all the work really was done. We call that the Verify 
Scope process. 




Monitoring 
fr Controlling 
process group 



Traceability Matrix 



-nnft 





Deliverables 



Verify Scope Process 



There's only one tool in 
the Verify Scope process: 
inspection. This is where 
the stakeholders actually 
look closely at the what the 
team did and make sure 
that every single piece of 
work was completed. 



Project Management Plan 



These art validated 
deliverables, whidh 
wains they ve bee* 
through Perform 
Quality Control, /ou'l 
learn about that in 
Chapter 0. 



|Jf the team did the 
work rijWt, "the* 
the stakeholders Will 
Wally aaept the 
deliverable* ( wW»6n 
mea^ they do it 
i* writing- 




Accepted 
Deliverables 



Change 
Requests 



Project Document 
Updates 



tf they VOU'T 

think that all the 

*«* was done, then 

you II need to make 
*** thanes. $ atk 

v> tha^t Control/ 
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The stakeholders decide whew the project is done 

As you deliver the stuff in your scope statement, you need to make sure that each 
of the deliverables has everything in it that you listed in the scope statement. You 
inspect all of your deliverables versus the scope statement, the WBS, and the 
Scope Management Plan. If your deliverables have everything in those documents, 
then they should be acceptable to stakeholders. When all of the deliverables in the 
scope are done to their satisfaction, then you're done. 



... against these 



check this... 



HqySfotbn*MDO JJ^ 

comco® 

HUD 11/ 




Requirements 
Documents 



using this 



He Milkering 




7 




l/Vty do you tWmk you need 
\^ i\\t Re<\uivemen-U and the 
-tvadcabili-ty mabri* b> verify 
your slo^c? 



Formal accep tance means that you nave written confirmation 
irom all oi the stakeholders that the deliverables match the 
requir ements ana the project management plan. 
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Is the project ready to go? 

Once the deliverables are ready for prime time, you inspect them with 
the stakeholders to make sure that they meet acceptance criteria. The 
purpose of Scope Verification is to obtain formal, written acceptance of the 
work products. If they are found to be unsatisfactory, the specific changes 
requested by the stakeholders get sent to change control so that the right 
changes can be made. 



l-f the deliverables are not 



adaptable, the pro\ett <y>es 
badk to tba*$e tontxol 




Change control 





Change Requests 



Project Docuement 
Updates 




HWs a list o( what wasn't 
acceptable about the product- 
0*te these are addressed, we 
should be all set. 




thestakehodersa,dlooU 9a t ea(:h 
Mverabletoseei^it'saddeptable 



EVERY deliverable 
should be inspected, 
including all project 
management 
documents and 
everything produced 
by the team. 



Ship it 
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Scopecross 

Take some time to sit 
back and give your 
right brain something 
to do. It's your standard 
crossword; all of the 
solution words are from 
this chapter. 



Across 

2. Bob used an Diagram to get a handle on all of 

the ideas he collected from stakeholders. 

4. The details of every work package in the WBS are 
stored in the WBS . 

5. The process where you write the project scope 
statement is called Scope. 

7. Figuring out how big a change is by comparing it to the 
baseline is called analysis. 

8. When one change leads to another and another and 
another, it's called scope . 

10. Getting work packages out of deliverables. 

12. Exploring all of the ways that you can do the work 
so that you can find the best way to do the work in your 
project is called identification. 

13. A quantified and documented need or expectation of a 
sponsor, customer or other stakeholder. 







1 












2 










■ s 


4 








5 












■ e 
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Down 

I. A J AD session is an example of a Workshop. 

3. Looking closely at the product to see if you completed all of 
the work. 

4. When you're making a WBS, you can break the work down by 
phase or . 

6. A version of the Scope Management Plan, Work Breakdown 
Structure, and ProductScope thatyou will compare your project 
to is called the scope . 

9. scope means the features or functions of the 

thing or service that you are building. 

II. A good way to gather requirements is to how the 

people who will use your deliverables perform their jobs 



Ah 

§ 
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The project is ready to ship! 

There were a few unexpected changes to the scope along the way. But, for the 
most part, everything went according to plan. The stakeholders and the GEO 
got together with the team and went through everything they did — and it's 
ready to go. Great job, guys! 
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^Jharpen your pencil - 
^k Solution 








Here are some attributes of Cows Gone Wild III. Which are project 
scope and which are product scope? 


1. Programming 




2. 34 levels in the game 




R^froject Scope 


I | Product Scope 


I | Project Scope 


[vKfoduct Scope 


3. Graphic design 




4. Four playable characters 


/ 


[^Project Scope 


I | Product Scope 


I | Project Scope 


' Product Scope 


5. Great graphics 




6. Testing 




I | Project Scope 


V 'Product Scope 


v 'Project Scope 


I | Product Scope 


7. Mac and PC compatible 


[Ml Product Scope 


8. A "boss battle 1 ' milk fight level at the end 


I | Project Scope 


I | Project Scope 


[^Product Scope 





Th.s will help you «, the exa». *W,»a 
that o„e press's output is aether's 
mput «,akes it a lot easier b> v-er»e*bev- 
the order ok the processes. 



These two inputs were outputs from processes in the Initiating Process Group. Write down which 
process created each of them. 

EbteftciSe 
Solution 

1. ProiectCharter: Develo P ?ro J eti <***" 



2. Stakeholder Register Identify. .Stakeholder. 
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^uv^ct 



Here are a few things that Mike left out of the CGWIII scope statement. Can you 
figure out where each of them should go? 



1 . The game must have fewer than 1 5 defects 
per 10,000 lines of code. 



2. There will be four graphic designers 
reporting to the art director, and six 
programmers and four testers reporting to 
the development manager. 



3. No more than 15 people can be allocate* 
to work on the game at any time. 



4. Scenery artwork 



5. The product shall reduce tech support calls 
by 15%. 



6. The game needs to run on a machine with 
1 GB of memory or less. 




A- Project objectives 



B. Project deliverables 



C Project constraints 



d. initial project organization 



E. Project requirements 



E Product acceptance criteria 
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Scopecross 



Take some time to sit back and give your right brain 
something to do. It's your standard crossword; all of 
the solution words are from this chapter. 
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1. Which of the following is TRUE about a work breakdown structure? 

A. It contains work packages that are described in a linear, unstructured list 

B. Each item in the WBS represents a feature in the productscope 

C. The WBS represents all of the work that must be done on the project 

D. The WBS is created by the product sponsor and stakeholders 

2. Which is NOT an output of a scope management process? 

A. Business Case 

B. WBS Dictionary 

C. Requested changes 

D. Accepted deliverables 

3. Which of the following is NOT TRUE about a work breakdown structure? 

A. It describes processes to define the scope, verify work, and manage scope changes 

B. It contains a graphical, hierarchical list of all work to be performed 

C . It can be broken down by project phase or deliverable 

D. It is an important element of the scope baseline 

4. What is the correct order of the scope management processes? 

A. Define Scope, Create WBS, Collect Requirements, Scope Verification 

B. Collect Requirements, Control Scope, Create WBS, Scope Verification 

C . Collect Requirements, Define Scope, Create WBS, Scope Verification 

D. Collect Requirements, Scope Baseline, Define Scope, Control Scope 

5. You are managing a software project. Your team has been working for eight weeks, and 
so far the project is on track. The lead programmer comes to you with a problem: there is a 
work package that is causing trouble. Nobody seems to know who is responsible for it, the 
accounting department does not know what cost center to bill it against, and its not even 
clear exactly what work should be performed. Which of the following would BEST help this 
situation? 

A. Alternatives Analysis 

B. WBS Dictionary 

C. Scope Management Plan 

D. Scope Verification 




you are here ► 219 

Download at Boykma.Com 



exam questions 



r Exam Questions 




6. The goal of Verify Scope is: 

A. To inspect the scope statement for defects so that it is correct 

B. To gain formal acceptance of the project deliverables from the sponsor and stakeholders 

C. To get everyone in the project working together towards a common goal 

D. To verify that all P M BO K® Guide processes are complied with 

7. Historical information and lessons learned are part of: 

A. Organizational process assets 

B. Enterprise environmental factors 

C . P roject management information system (P M IS) 

D. Work performance information 

8. You've taken over as a project manager on a highway construction project, and the execution is already underway. 
Your sponsor tells you that moving forward, all asphalt should be laid down with a 12" thickness. The scope 
statement and the WBS call for 9" thick asphalt. What is the BEST course of action? 

A. Look for a cheaper supplier so the cost impact is minimized 

B. Tell the sponsor that the work is already underway, so you can't accommodate his request 

C. Refuse to alter the plans until the change control system has been used 

D. Tell the team to accommodate the request immediately 

9. Which of the following BEST describes the purpose of a traceability matrix? 

A. It describes how WBS Dictionary entries are traced to work packages, and how work packages are decomposed 
from deliverables 

B. It's used to make sure that all of the sub-plans of the Project Management Plan have been created 

C . It helps you understand the source of each requirement, and how that requirement was verified in a later deliverable 

D. It's used to trace the source of every change, so that you can keep track of them through the entire Control Scope 
process and verify that the change was properly implemented 

10. It's the end of execution for a large highway construction project. The work has been done, and the workers are 
ready to pack up their equipment. The project manager and project sponsor have come by with specialists to check 
that each requirement has been met, and thatalloftheworkintheWBS has been performed. What process is being 
done? 

A. Control Scope 

B. Verify Scope 

C. Scope Testing 

D. Define Scope 
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11. You have just been put in charge of a project that is already executing. While reviewing the project 
documentation, you discover that there is no WBS. You check the Scope Management Plan and discover that 
there should be one for this project. What is the BEST thing for you to do: 

A. Immediately alert the sponsor and make sure the project work doesn't stop 

B. Stop project work and create the WBS, and don't let work continue until it's created 

C . Make sure you closely manage communications to ensure the team doesn't miss any undocumented work 

D. Mark it down in the lessons learned so it doesn't happen on future projects 

12. A project manager on an industrial design project finds that the sponsor wants to make a change to the 
scope after it has been added to the baseline, and needs to know the procedure for managing changes. What 
is the BEST place to look for this information? 

A. WBS 

B. Scope management plan 

C. Change request form template 

D. Business Case 

13. You have just started work on the Project Scope Statement. You are analyzing the expected deliverables, 
when you discover that one of them could be delivered in three different ways. You select the best method 
for creating that deliverable. What is the BEST way to describe what you are doing? 

A. Alternatives Analysis 

B. Decomposition 

C. Define Scope 

D. Stakeholder Analysis 

14. You're the project manager on a software project. Your team has only completed half of the work, when 
the sponsor informs you that the project has been terminated. What is the BEST action for you to take? 

A. Verify the deliverables produced by the team against the scope, and document any place they do not match 

B . Call a team meeting to figure out how to spend the rest of the budget 

C . Work with the sponsor to see if there is any way to bring the project back 

D. Tell the team to stop working immediately 

15. You are managing an industrial design project. One of your team members comes to you with a 
suggestion that will let you do more work while at the same time saving the project 15% of the budget. What 
is the BEST way for you to proceed? 

A. Tell the team to make the change because it will deliver more work for less money 

B. Refuse to make the change until a change request is documented and change control is performed 

C . Refuse to consider the change because it will affect the baseline 

D. Do a cost-benefit analysis and then make sure to inform the sponsor that the project scope changed 
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16. You are the project manager for a telecommunications project. You are working on the project scope statement. 
Which of the following is NOT included in this document? 

A. Authorization for the project manager to work on the project 

B. Requirements that the deliverables must meet 

C . A description of the project objectives 

D. The list of deliverables that must be created 

17. Which of the following is NOT an input to Control Scope? 

A. WBS Dictionary 

B. Approved change requests 

C. Requested changes 

D. Project scope statement 

18. Which of these processes is not a part of Scope Management? 

A. Scope Identification 

B. Collect Requirements 

C. Control Scope 

D. Scope Verification 

19. You are the project manager for a new project, and you want to save time creating the WBS. Which is the BEST 
way to do this? 

A. Make decomposition go faster by cutting down the number of deliverables 

B . Use a WBS from a previous project as a template 

C. Don't create the WBS Dictionary 

D. Ask the sponsor to provide the work packages for each deliverable 

20. The project manager for a design project is using the Define Scope process. Which BEST describes this? 

A. Creating a document that lists all of the features of the product 

B. Creating a plan for managing changes to the scope baseline 

C. Creating a document that describes all of the work the team does to make the deliverables 

D. Creating a graphical representation of how the phases or deliverables decompose into work packages 

21. You are the project manager for a construction project. You have completed project initiation activities, and you 
are now creating a document that describes processes to document the scope, decompose deliverables into work 
packages, verify that all work is complete, and manage changes to the baseline. What process are you performing? 

A. Develop Project Management Plan 

B. Define Scope 

C. Create WBS 

D. Develop Project Charter 
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22. You are a project manager working on a project. Your sponsor wants to know who a certain work package is 
assigned to, what control account to bill it against, and what work is involved. What document do you refer her 
to? 

A. Scope Management Plan 

B. WBS 

C. WBS Dictionary 

D. Scope Statement 

24. You are the project manager for a software project. One of the teams discovers that if they deviate from the 
plan, they can actually skip one of the deliverables because its no longer necessary. They do the calculations, 
and realize they can save the customer 10% of the cost of the project without compromising the features in the 
product. They take this approach, and inform you the following week what they did during the status meeting. 
What is the BEST way to describe this situation? 

A. The project team has taken initiative and saved the customer money 

B. A dispute is resolved in favor of the customer 

C . The team informed the project manager of the change, but they should have informed the customer too 

D. The team did not follow the Control Scope process 

25. Which of the following BEST describes the purpose of the project scope statement? 

A. It describes the features of the product of the project 

B. It is created before the scope management plan 

C . It decomposes deliverables into work packages 

D. It describes the objectives, requirements, and deliverables of the project, and the work needed to create them 

26. A project manager at a cable and networking company is gathering requirements for a project to build a new 
version of their telecommunications equipment. Which of the following is NOT something that she will use? 

A. Specific descriptions of work packages that will be developed 

B. One-on-one interviews with the senior executives who need the new equipment for their teams 

C . An early working model of the telecommunications equipment to help get feedback from stakeholders 

D. Notes that she took while being "embedded" with the team that will eventually use the equipment being 
developed 

27. Which of the following is NOT an output of Collect Requirements? 

A. Requirements Observations 

B. Requirements Traceability Matrix 

C. Requirements Documentation 

D. Requirements Management Plan 
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1. Answer: C 

The work breakdown structure is all about breaking down the work that your team needs to do. The WBS is graphical 
and hierarchical, not linear and unstructured. Did you notice that answer B was about product scope, not project scope? 



2. Answer: A 

There are two ways you can get to the right answer for this question. You can recognize that the WBS Dictionary, 
Change Requests, and Accepted Deliverables are all Scope Management process outputs. (You'll see Change 
Requests in every knowledge area!) But you can also recognize that the Business Case was created by the Develop 
Projct Charter which is part of the Initiating process group. 



3. Answer: A 

Did you recognize that answer A was describing the scope management plan? Once you know what the WBS is used 
for and how to make one, questions like this make sense. 



4. Answer: C 



£dope Vari&aarbon 



You'll need to know what order processes come in, and one good way to do that is to think 
about how the outputs of some processes are used as inputs for another. For example, you ^. 
can't create the WBS until the scope is defined, which is why A is wrong. And you can't do 
change control until you have a baseline WBS, which is why B is wrong. , « . Ll » ^i 0Xr C ov . 

5. Answer: B Control Sa*e woJd *»* £* ** a <*f 

there's a major d*** to the ? ro>edt a«* 

An important tactic for a lot of exam questions is to be able to recognize a particular tool, technique, input, or output 
from a description. What have you learned about that tells you who is responsible for a work package, what control 
account to associate with it, and describes the work associated with it? That's a good description of the WBS Dictionary. 

ni \ust <W at the end o£ the 




6. Answer: B 



Inspection is* t y 
S* — yroxttt, You do oco r c V ci"«~v— ■ — 
\L si^le deliverable made by you a»d the team. 



tl You dcTStope Verifoafoon on every 



There are some questions where you'll just have to know what a process is all about, and this is one of them. That's 
why it's really helpful to know why Verify Scope is so helpful to you on a project. You use Verify Scope to check that all 
of the work packages were completed, and get the stakeholders and sponsor to formally accept the deliverables. 
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7. Answer: A 

It's easy to forget that Organizational Process Assets is more than just an input. It's a real thing that's part of your 
company. Take a second and thin k about what assets a re in your organization that help you with carry out each 
process. Get it? Good! So whati^jj istorical infor matloE^anyway? It's stuff like reports and data thatyou or another 
project mana ger wro t e down on a previous project and fctored in a file cabinet or a database. That's an asset you can 
use now! WEatareltSsons leapiSa? Those are lessons yKu wrote down at the end of a previous project and stuck in 

lessons are another asset you can use. 

The PMBO*® fa A ' S *T &* s ^ 



g atareiegsons 
a file cabinet or a database. 





These inputs and outputs make 
sense when I think about how I'd 
use them on a project. Organizational 
Process Assess are just things that my 
organization keeps track of to help me do 
my job, like information from old projects 
and procedures that help me do my job. 



,s *Wd m a "donate k^lcdy 

fcr a *k uUet * a Ufer *. y«-r 
network 



■ 



8. Answer: C 

One thing to remember about change control is that if you want to make the sponsor and stakeholders happy with 
the project in the end, sometimes you have to tell them "no" right now. When you're doing Control Scope, the most 
important tool you use is the change control system. It tells you how to take an approved change and put it in place on 
a project, and there's no other way that you should ever make a change to any part of the baseline. That means that 
once everyone has approved the scope statement and WBS, if you want to make any change to them, then you need 
to get that change approved and put it through the change control system. 



9. Answer: C 

The Requirements Traceability Matrix is a tool that you use to trace each requirement back to a specific business case, 
and then forward to the rest of the scope deliverables (like specific WBS work packages), as well as other parts of the 
project: the product design (like specific levels in Cows Gone Wild) or test strategy (like test plans that the Ranch Hand 
Games testers use to make sure that the game works). 

The idea is that you're tra6»$ a deliverable 
U «ts mitial desertion all the way 
through the project through testm* so that 
you tl make sure that every sfe^e deliverable 



meets all o£ its requirements- 
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10. Answer: B 

When you're getting the sponsor and stakeholders to formally accept the results of the project, you're doing scope 
verification. There's only one tool for it: inspection. That means carefully checking the deliverables (in this case, 
what the workers built on the highway) to make sure they match the WBS. 



11. Answer: B 





/Wr D is a good idea, but it's »ot 
as ^yoriant as treaty a *cw WdS. 



This question is a little tricky. The most important thing about a WBS is that if your Scope Management Plan says it 
should be there, then your project absolutely cannot be done without it. And a general rule is that if you ever find that 
there is no WBS, you should always check the Scope Management Plan to find out why. 



12. Answer: B 

This is another question that is testing you on the definition of a specific document, in this case the Scope 
Management Plan, which is one of the subsidiary plans of the Project Management Plan. Think about whatyou 
use a Scope Management Plan for. It gives you specific procedures for defining the scope, breaking down the work, 
verifying the deliverables, and managing scope changes- which is what this question is asking. All of the other 
answers don't have anything to do with managing changes. 

13. Answer: A 



Here's another example of how there are two correct answers but only one 
BEST one. Answer C is true - you are doing scope definition. But is that 
really the best way to describe this situation? Alternatives analysis is part 
of scope definition, and it's a more accurate way to describe what's going 
on here, j&n ,„/. 



That way, if I need to 
restart the project later or 
reuse some of its deliverables, I'l 
know exactly where my team left 
off when it ended. 



14. Answer: A 



nalys 



This question is an example of how you need to rely on more than just 
common sense to pass the P M P exam. All four of these answers could be 
good ways to handle a terminated project, but there's only one of those 
answers that corresponds to what the P M BO K® Guide says. When a 
project is terminated, you still need to complete the Verify Scope process. 
That way, you can document all of the work that has been completed, and 
the work that has not been completed. 
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15. Answer: B 

Are you starting to get the hang of how this change control stuff works? The baseline isn't etched in stone, and 
you need to be able to change it, but you can't just go ahead and make changes whenever you want. You need 
to document the change request and then put that request through change control. If it's approved, then you can 
update the baseline so that it incorporates the change. 



■/-k* al, y Cd * t just make 
™* dupe and mJWL ihc 



16. Answer: A 



*° <* approved 



h 3 cs »eed 



When a question asks you about what a particular document, input, or output contains, be on the lookout for 
answers that talk about a different document. What document do you know about that gives the project manager 
authorization to do the work? That's what the project charter is for. 



17. Answer: C 

Sometimes Control Scope is easiest to think about if you think of it as a kind of machine that turns approved 
changes into updates. Itsucks in the approved changes and all of the other Scope Management stuff (the Scope 
Statement, WBS, and WBS Dictionary), does all the stuff that it needs to do to update those things, and then spits 
out updates. And sometimes it spits out new requested changes because when you're making changes to the 
WBS or Scope Statement you realize that you need to make even more changes. 



■ 



18. Answer: A 

Scope Identification is a made-up process. It 
didn't appear in this chapter, and even though it 
sounds real, it's wrong. 



19. Answer: B 

WBS templates area great way to speed up 
creating the WBS, and the easiest way to create 
a template is to use one from a previous project. 
It is not a good idea to cut out deliverables, skip 
important outputs like the WBS Dictionary, or 
make the sponsor do your job for you. 



I think of Perform Integrated 
Change Control as a machine 
that turns change requests into 
approved changes, and Control 
Scope as the machine that turns 
approved changes into updates 
to the scope baseline. 



O 



Vou ta* also use a 
legate U ttie ^c 
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21. Answer: A 




20. Answer: C 

This question asked you about the Define Scope process, but all of the answers describe various outputs. Which of 
these outputs matches Define Scope? Well, the main output of Define Scope is the Scope Statement, and answer 
C is a good description of the scope statement. 

Did you guess We WW bemuse it „s a S ,o P e 
detomposmg deliverables m-to work yat^s? 

This question asked you where you defined the procedures for doing all of the Scope Management Processes. 
Where do you find those procedures? You find them in the Project Management Plan— specifically, the Scope 
Management Plan sub-plan. And you build that in the Develop Project Management Plan process. 



22. Answer: C 

There's only one document you've seen that shows you details of individual work packages and contains a control 
account, a statement of work, and a resource assignment. It's the WBS Dictionary. 



23. Answer: D 

Here's another question where you need to know how to describe an important tool. In this case, you need to know 
what the change control system is used for. Luckily, answer D is a pretty good description. 
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24. Answer: D 

When you read the question, it looks like the team really helped the project, right? But think about what happened: the 
team abandoned the plan, and then they made a change to the project without getting approval from the sponsor or 
stakeholders. Maybe they discovered a useful shortcut. But isn't it possible that the shortcut the team found was already 
considered and rejected by the sponsor? That's why change control is so important. 

25. Answer: D Uat ««.**■ W*"* 



u 



Some questions are just definition questions. When that definition is a "Which-is-BEST" question, there could be an 
answer that makes some sense, and it's tempting to stop with it. In this case, answer A sounds like it might be right. But if 
you read answer D, it's much more accurate. 



26. Answer: A 

The question asked about the tools and techniques for Collect Requirements, and answer A is the only answer that has to 
do with the Create WBS process. The rest of the answers were descriptions of Collect Requirements tools and techniques: 
Interviews (answer B), Prototypes (answer C), and Observations (answer D). 



27. Answer: A 

The three outputs of Collect Requirements are Requirements Documentation, the Requirements Management Plan, and 
the Requirements Traceability Matrix. "Requirements Observations" isn't really an output. 

\^S '*J *J« Hal* f *■ ttmk about |JL eih o( iW 
outputs are actually used later i» the project 

Keep an eye out lor questions that describe an input 
or output and tken ask you to name it. Look at eack 
answer and tkink up own descriptions lor tkem— one 
of tkem will matck tke question. 



■ 
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Getting it done on time 




Time management is what most people think of when they 

think Of project managers. It's where the deadlines are set and met. It starts 
with figuring out the work you need to do, how you will do it, what resources you'll 
use, and how long it will take. From there, it's all about developing and controlling that 
schedule. 
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Reality sets in for the happy couple 

Rob and Rebecca have decided to tie the knot, but they don't have 
much time to plan their wedding. They want the big day to be 
unforgettable. They want to invite a lot of people and show them all a 
great time. 

But just thinking about all of the details involved is overwhelming. 
Somewhere around picking the paper for the invitations, the couple 
realize they need help. . . 



They v C always dreamed of 
a June wedding, bu-fc it's 
already January. 





O 



Rebetda's been 
dreaming o-f -the bi$ 
day s'm£e she was 
12-, but it seems 
like there's so little 
time to do it all- 
She needs some help. 
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S^*-*s 



Rob: We want everything to be perfect. 

Rebecca: There is so much to do! Invitations, food, guests, music... 

Rob: Oh no, we haven't even booked the place. 

Rebecca: And it's all got to be done right. We can't print the 
invitations until we have the menu planned. We can't do the seating 
arrangements until we have the RSVPs. We aren't sure what kind 
of band to get for the reception, or should it be a DJ? We're just 
overwhelmed. 

Rob: My sister said you really saved her wedding. I know she gave 
you over a year to plan. 

Rebecca: But I've always dreamed of a June wedding, and I'm not 
willing to give that up. I know it's late, but can you help us? 






What should Kathleen do first to make sure they have time to get everything done? 
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Time management helps with aggressive time lines 

Since there are so many different people involved in making the wedding go 
smoothly, it takes a lot of planning to make sure that all of the work happens 
in the right order, gets done by the right people, and doesn't take too long. 
That's what the Time Management knowledge area is all about. 

Initially, Kathleen was worried that she didn't have enough time to make sure 
everything was done properly. But she knew that she had some powerful time 
management tools on her side when she took the job, and they'll help her 
make sure that everything will work out fine. 



O 




We've got a lot of people and 
activities to get under control. 
You guys really should have called 
six months ago, but we'll still make 
this wedding happen on time. 



TWsalotWdor* 

wo ,k»«ds-b>W<WWW 
she does airytWmoy else- 



To-Do List 

'notations 
Flowers 

Wed dingcake 

Din "ermenu 
Band 
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Time Management Magnets 

You need to know the order of the time management processes 
for the exam. Luckily, they are pretty intuitive. Can you figure out 
the order? 




-^^T^hedule_ 



Estimate Activity 
Durations 

| Develop Schedule | 
| Sequence Activities 



Define Activities 



Estimate Activity 
Resources 
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Time Management Magnets Solution 

Here are the correct order and the main output for each of the time management processes. 



Define Activities 



© | Sequence ActivitieTl 




Activity List 



r. 



First you come up with a list 
of all of the activities that 
will need to be completed. 



The activity list is the basis 
-Pov the network diagram that 
you create in the next process. 




Network 
Diagram 



X 



Next, you figure out which 
activities need to come before 
others and put them in the right 
order. The main output here is 
a network diagram, a picture 
of how activities are related. 



^nowinj the st*W that needs to happen 
and the s*\»eut is hatf the battle. Now 
you need to -f iguve out who will do the 
wov-k. 



I Estimate Activity 
Resources 



Estimate Activity 
Durations 




Requirements 




First you estimate the resources 
you'll need to do the job, and 
create a list of them... 



0*tt you have the network diagram, you 
la* start to ( ijure out who and what 
^ an needed ho jet the project done. 




Activity 
Duration 
Estimates 




...and then estimate the time it 
will take to do each activity. 



You tan \asc lots of di-Pferent 
estimation te£hni^ues to 
determine how long the 
project will take. 
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Q | Develop Schedule | 

I """" 



-5o^ol^chedule_ 



(■Him 


mi 


■ 

1 


an 


i 


i 




I 


is 


! 


■ 


II 




Then you build a schedule 
from all of the estimates, 
and the resource and 
activity information you've 
created. 



The schedule pulls all o-f the 

m-fo\rrnd-tioh together to 

predict the project end date 



The -first -five Time Management 
presses arc m the Planning process 
group because they're all about 
tomb* ^ V«th the sdhedule-and 
you need that beW you tan start 
e%efcut'mg your project 




Finally, you monitor and 
control changes to the 
schedule to make sure 
that it is kept up to date. 



*\! tfeefma trade o£ the issues that 
venire schedule thanes and 



require schedule chafes 
dealing W'*th them is as important 
in Time Management as it was m 
Stope Management- 

The last process, Cohtrol 

Schedule, is in the /Wonitov-ing 

f Controlling process group. 



44W: 

^\Wl^^^ Planning 
m process group 




Monitoring 
fr Controlling 
process group 




ftlVfcb* 



Time Management is all about breaking the work 
down into activities, so you can put them in order 
and come up with estimates for each of them. 

What do you need to know before you can figure 
what activities are needed for a project? 
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Use the Pcf me Activities process to break down the work 

Define Activities uses everything we already know about the project to divide the work into 
activities that can be estimated. The inputs for this process all come from the processes in the 
Scope Management and Integration Management knowledge areas. The first step in time 
management is figuring out how the project work breaks down into activities — and that's what 
the Define Activities process is for. 

The WB£ and WB£ ^ 
Dictionary have the work 
explained to the work 
package level. That's more 
detailed than the scope 
statement, but still hoo 
high io estimate well 

f Organizational 

( Process Assets 







You might want io look at all o-f 
the lessons Worn similar projects 

your Compaq has done h> get a 
good idea ok what you need to do 

oy\ the twrrtnk OY\C. 




Planning 
rocess group 



Inputs 



Enterprise 
Environmental Factors 



/ou II need the project management information 
system (PMIS), \>tia»sc that's where you store 
in-formation about your activities. But that's 
not the only thing you need ho know about your 
working environment- C*n you think o-f other 
environmental (aib»rs that in-fluenCe the way 
you break down the work? 



The project scope statement J 
is still the main place to go to 
-figure out what the project 
is supposed to produce. 





oo 
oo 
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Tools and techniques for Pef me Activities 

Kathleen sat down and wrote down everything she knew about the project. 
She used the Activity List from her last wedding as a guide and then 
thought about the things that Rob and Rebecca wanted that were different 
from her past projects. She broke those things down into activities and 
pulled everything together into an activity list. 



T< 



This "Tools' 
I f ^ i£- weVe showing 

J , you i\\c -tools 

^ a*d -tethni^ues 

(or -the pv-otess. 

6iti the 

picture? 



Pecowposition 






^n 




This means taking the work packages you defined in the 
scope management processes and breaking them down even 
further into activities that can be estimated. 


G 3p|l 










Templates 


i ^j* 


If your organization has done other projects similar to this 


1*1 


one, you can probably use a template to come up with many 
of the activities that are necessary. 


M_J 


Expert judgment 




Ask somebody who has done this before to give their opinion 
on what activities will be needed to get the job done. 




Rolling wave planning 




When you plan this way, you decompose only the activities 
that you need to plan for because they're coming up soon 
first. You leave everything else planned at the milestone 
level until it gets closer to the time when you'll do it 


7 




Flip -the page / 

-ro\r an example 
ot -this -tool/ 
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Rolling wave planning lets 
you plan as you go 

Sometimes you start a project without knowing a lot about the work 
that you'll be doing later. Rolling wave planning lets you plan and 
schedule only the stuff that you know enough about to plan well. 

If Kathleen were using rolling wave planning, she might write a 
schedule for only the tasks it takes to do the invitations and leave the 
planning for the menu and the seating up in the air until she knows who 
will RSVP. 

Rob and Rebecca probably wouldn't be happy hearing that Kathleen 
was only going to plan for the invitations to be sent, though. They want 
to know that their wedding is going to happen on time. That's why 
rolling wave planning should only be used in cases where it's not possible 
to plan any other way. 

Think back to the definition of a project in Chapter 2. Remember how 
projects are progressively elaborated? Rolling wave planning takes 
advantage of the fact that you know more about the project as you go to 
make plans more accurate. 




thereiare no 

Dumb Questions 



% 



How would you use experts to help you define tasks? 



r\. A wedding is something that a lot of people have experience 
with, but some projects are not as easy to get a handle on. If you 
were asked to manage a project in a new domain, you might want to 
ask an expert in that field to help you understand what activities were 
going to be involved. 

Even in Kathleen's case, access to a catering expert might help her 
think of some activities that she wouldn't have planned for on 
her own. 

It could be that you create an activity list and then have the expert 
review itand suggest changes. Or, you could involve the expert from 
the very beginning and ask to have an Define Activities conversation 
with him before even making your first draft of the activity list. 



% 



I still don't get rolling wave planning. 



r\. ne way to develop a project is to divide it up into phases of 
work, and gather requirements for each phase as the previous one 
is completed. Sometimes projects are done iteratively, where you 
divide the work up into phases and then plan out each phase before 
you execute on it. Rolling wave planning is all about committing to 
planning out one portion of the work that you'll do, executing it, and 
then moving on to the next portion. 

Software projects using Agile methodologies use a form of rolling 
wave planning to make sure that everything they sign on to do gets 
done. They might do user stories for a release of the software up 
front, build it, and deliver it, and then gather more requirements 
based on the users' ideas after working with the released version. 
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Activity Magnets 



Here is part of a WBS. Arrange the activities underneath the WBS to 
show how the work items decompose into activities. 



This is one work package -Pro* the 
wedding WBS. Wow does it depose 
into activities? 




1 



Food 



Wedding 



I 



I 



Invitations 



This is part of the WBS that &thl 
*«a&t tor the wedding project 



ten 




1 



Bridal 




Finalize the Menu 



Cater the Wedding [ 



Print the 
Invitations 



Choose Bouquet 



I Choc 
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Activity Magnets Solution 

Here is part of a WBS. Arrange the activities underneath the WBS to 
show how the work items decompose into activities. 



Food 



Wedding 



I 



I 



Invitations 



1 



Bridal 



Find Caterer 



Create the 
Guest List 



Shop for Dress l 



2. [finalize the Menu 



Print the 
Invitations 



2. 



Shop for Shoes 



Cater the Wedding j 



Mail the 
Invitations 



] 



Choose Bouquet 




Wait for the rsvps 



Tailoring and 
Fitting 



Theme are lots o£ other activities that Could be 
de-fined -for the three work packages i* £athl 
IVBS. 



eens 



The important thin$ to remember about activities, 
though, is that they are broken down to the level 
at which they can be estimated accurately. 
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Pcfiwc activities outputs 



The main output of this process is the activity list. It's the basis for all of the 

estimation and scheduling tasks you will do next. But there are a few other outputs 
that go along with it and help to make the estimates more detailed and accurate. 




Activity List 

This is a list of everything that needs to be done to complete 
your project. This list is lower-level than the WBS. It's all the 
activities that must be accomplished to deliver the 
work packages. 




Activity List 



Activity Attributes 



Here's where the description of each activity is kept. All of the 
information you need to figure out the order of the work should 
be here, too. So any predecessor activities, successor activities, 
or constraints should be listed in the attributes along with 
descriptions and any other information about resources or time 
that you need for planning. 




Activity 
Attributes 




Some miles-tones -Pov- 
"the wedding: 

* fnvi-ta-tiohs sen-fc 

* Mem -finalized 

"* C\uavl\\ booked 

"* Bridesmaids' dvesscs 
-PiUed 



Milestone Lists 

All of the important checkpoints of your project are tracked 
as milestones. Some of them could be listed in your contract 
as requirements of successful completion; some could just be 
significant points in the project that you want to keep track 
of. The milestone list needs to let everybody know which are 
required and which are not. 




Milestone 
List 
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program problems 




Rob: The quartet cancelled. They had another 
wedding that day. 

Rebecca: Aunt Laura is supposed to do the reading 
at the service, but after what happened at Uncle Stu's 
funeral, I think I want someone else to do it. 

Rob: Should we really have a pan flute player? I'm 
beginning to think it might be overkill. 

Rebecca: Maybe we should hold off printing the 
invitations until this stuff is worked out. 

Kathleen: OK, let's think about exactly how we want 
to do this. I think we need to be sure about how we 
want the service to go before we do any more printing. 
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The Sequence Activities process puts everything in order 



Now that we know what we have to do to make the wedding a success, we need 
to focus on the order of the work. Kathleen sat down with all of the activities she 
had defined for the wedding and decided to figure out exactly how they needed to 
happen. That's where she used the Sequence Activities process. 

The activity attributes and the activity list she had created had most of the 
predecessors and successors necessary written in them. Her milestone list had 

major pieces of work written down and there were a couple of changes to the 
scope she had discovered along the way that were approved and ready to go. 



44 P~ 

\WK^ Plan 

m proces: 



i group 



This ihdudes ih-forrwatioh about 
each activity ihdud'mj khovm 
predecessors a*d suttssors. 






Activity List 




Milestone 
List 



Rob a*d Rebecca had asked -that 
the ihvi-ta-tiohs be printed at least 
three mohths ih advance to be sure 
that everyone had tir*e to RSV?- 
That's a milestone ok Kathleen's list 



Activity 
Attributes 




Organizational 
Process Assets 



Inputs 



Khowhihg the -full scope o-f the 
project helps Kathleen be s^c she's 
jot all o-f the activities heeded ho 
do the work 




Project Scope 
Statement 




Kathleen looked through past 
project -files to -fmd one that might 
help her se«\ueh£e the activities -for 
Rob a*d Rebel's wedding. 
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diagram the relationship between activities 

One way to visualize the way activities relate is to create a network diagram. Kathleen 
created this one to show how the activities involved in producing the invitations depend 
on one other. 

For example, the calligrapher is the person who's hired to write the addresses on the 
invitations, so Rob and Rebecca need to pick a calligrapher before the invitations can 
be addressed. But they also need to be printed before they can be addressed, because 
otherwise the calligrapher won't have anything to write on! See how predecessors can 
get all complicated? Luckily, a diagram makes sense of them! 

Showing the activities in rectangles and their relationships as arrows is called a 
Precedence Diagramming Method (PDM) . 



This kind o( diagram is also 

tailed Activity on /Vode (ftON). 



TVis arrow shows a -finish-to-start 
predetessoir between -the u pidk 
calligrapher" and "address" activities. 



pick calligrapher 



i 



start 



Picking a calligrapher and a 
printer have ho predecessors. 




Printing depends on 
desiring the invitations. 



pick printer 



1 



design 
invitations 





Tne successor to 
yr\*i is "address.' 



send 
invitations 



print 
invitations 




print 
menus 



\ 

J 1 * "•*** heec( k J 

•"Rations s e »i 
Wwne w e V e do» e . 
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Network diagrams put your tasks in perspective 

Just looking at the way all of these tasks relate to each other can help 
you figure out what's important at any time in the project. Once Rob 
and Rebecca looked at the network diagram below, they realized they 
needed to get online and start looking for a venue for their wedding 
right away, even before they'd figured out their budget and guest list. 



Rob and Rebecca heeded -to 
pick a date be-fore they did 
anything else. Thai's why 
, there's ho predecessor here. 



choose dates 




research 
venues online 



It's hever -too early to do 
a little online \-csca\-t\\l M 
predecessor here either. 



•) 



Oy\U they knew when the 
wedding was going io be, they 
had h> -figure out how many 
people were Coming and how 
r*uCh they d spend ov\ the 



finalize guest list 
and budget 



A-fter they knew who they 
were inviting, it was time to 
pick a place that most people 
Could get h> easily. 



i 



choose 
neighborhood 



T 



call venues for 
availably 



Kext, it's time to call 4 
the venues to set up ^ 
appointments. ^^y 

Ot\tt they had 
appointments, they 
Could go and check 
the places out- 



Y 



visit venues 



select avenue 







Think of a few problems that having a diagram like this might solve. 



give deposit 



finish! 
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harpen your pencil 



You'll need to know how to turn a table of nodes into a network diagram, 
so here's your chance to get some practice! Here's a list of nodes for a 
PDM network diagram. Try drawing the diagram based on it: 



Name Predecessor 


Start 


— 


A 


Start 


B 


A 


C 


B 


D 


Start 


E 


D 


F 


B 


G 


C 


H 


D 


1 


E, H 


Finish 


RG, 1 
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Now try another one! 



Name 


Predecessor 


Start 


— 


1 


Start 


2 


1 


3 


2 


4 


Start 


5 


3 


6 


Start 


7 


6 


Finish 


7,4,5 



i^iswersonpage3o8. 
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Predecessors help you sequence your activities 

The most common kind of predecessor is the Finish to Start. It means that one task 
needs to be completed before another one can start. There are a few other kinds of 
predecessors, though. They can all be used in network diagrams to show the order of 
activities. The three main kinds of predecessor are Finish to Start (FS), Start to 
Start (SS), and Finish to Finish (FF). 



li's tailed Finish 
"to Start because 

the -Piv-s-t activity' : 
-finish leads 
in-fco "the second 
a^fcivi-fcy s s-fcav-fc. 



Finish to Start (FS) 



print invitations 



address 



Me* you ihi h k o-p 
predecessors, -this is what 
you usually thmk o-p-one 
thing heeds -to end be-Pore 
the *ext La* begin. 



Start to Start (SS) 



Finish to Finish 



©^ 



TWts \s a Ivttle 
less tommov\> tal 
somet'^es yo* »tt& ^ 
doovd'mate activities 
so tV*7 bey* at the 
same time- 



give toasts 



play "Here Comes 
the Bride" 



serve cake 



bride walks 
down the aisle 



|r tV* PMP c^am, 
you mi^Wt see 
tWis tv/o-lctW 
abbreviation 




These t>» 4V* S ^ 
at the same time 



External predecessors 

Sometimes your project will depend on things outside the work you are doing. For the wedding, we are depending on 
the wedding party before us to be out of the reception hall in time for us to decorate. The decoration of the reception 
hall then depends on that as an external predecessor. 



Piscretiowary predecessors 



Rob and Rebecca really want the bridesmaids to arrive at the reception before the couple. There's no necessity 
there — it's just a matter of preference. For the exam, know that you should set discretionary predecessors based on 
your knowledge of the best practices for getting the job done. 



Mandatory predecessors 



You can't address an invitation that hasn't been printed yet. So, printing invitations is a mandatory predecessor for 
addressing them. Mandatory predecessors are the kind that have to exist just because of the nature of the work. 
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Leads and lags add time between activities 

Sometimes you need to give some extra time between activities. Lag time is when you 
purposefully put a delay between the predecessor task and the successor. For example, 
when the bride and her father dance, everybody waits a while before they join them. 

Lead time is when you give a successor task some time to get started before the 
predecessor finishes. So you might want the caterer preparing dessert an hour before 
everybody is eating dinner. 



lag 



lead 



book the 
reception hall 



set up the 
reception hall 



A lag r»eans making suv-e that 
on -task waits a while be-fore 
it gets started. Kathleen books 
the hall months be-fov-e it's -ti 
h> set it up Jfov- the weddi 



ir*e 



serve dinner 



prepare dessert 



tJiereictre no 

Dumb Questions 



A lead is when you let a 
task get started beW 
•ts predecessor is done. 



V^ # Where do you get the 
predecessor information to figure out 
your network diagram? 

r\. Your activity attributes should list 
the predecessors and successors for each 
activity. As you build the network diagram 
you might discover new predecessors as 
well. Your project team will determine the 
predecessors necessary for each of 
the activities. 



X,- What about Start to Finish 
predecessors? 

r\. It's possible for activities to require that 
a task has been started before it can finish. 
An example might be that singing couldn't 
start until after the music had started. But 
tasks like that are pretty rare and almost 
never show up in network diagrams. 



V^/ My scheduling software makes 
network diagrams for me. Why do I need 
to know this? 

r\. Most scheduling sofware does create 
one of these diagrams automatically. But 
spending the time to think through your 
predecessors and examine them visually can 
really help you find places where you might 
need to give some tasks more priority if you 
want to get your project done on time. So 
you should know how to make them too. 
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all at once? 




You should still think of things in 
sequence. 

For the test, it's important to know the order of 
these processes. And, even though you might do it 
all at once, you probably spend some time thinking 
about each of these things. 



< V$TO04kktoi 


^V^W^J* 


What's the advantage of thinking about Define Activities and sequencing separately? 
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Create the network diagram 

As you sequence the activities, you will find new activities that need to be 
added and new attributes for activities that you didn't know about. So, while 
the main product of this process is the network diagram, you also produce 
changes to some of the Define Activities documents. 



time management 



Outputs 





Sometimes se<\uen£in9 will 
show -tKa-b two tasks rely 
ok each other, l-f you 
-P'md new predecessors ov 
successors, their attributes 
will need to be changed- 



AH o£ these updates av-e tailed 
Project Document Updates m 
the P/HB0K® ^uide. 



l-f you -fmd a new activity while 
se^uei^mj, updates heed ho be 
made ho the activity list 



Me* you sequence your activities, 
you tan -find activities that Carry 
a lot o£ risk to the project Any 
risks you -find in the pv-oCess heed 
to be added ho your risk register. 
Y°*'H read more about that in 
Chapter II 
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projects need resources 



Rob and Rebecca have resource problems 

Getting a handle on all of the tasks that have to be done is a great start. 
But it's not enough to know the tasks and the order they come in. Before 
you can put a schedule together, you need to know who is going to do 
each job, and the things they need available to them in order to do it! 
Those are resources, and getting a handle on them is a very important 
part of time management. 





Rekeaa 
voW\t& about 
W3* v-esouvtes 



»>■, 



K°b realise, that ho £ 
resources are pe^j e / 



all 



Resources are 
people, equipment, 
locations, or 
anything else that 
you need in order 
to do all oi the 
activities that you 
planned for. Every 
activity in your 
activity list needs 
to have resources 
assigned to it. 




KitvfcV* 



What do you need to know about a project before you can assign resources? 
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What you weed to estimate resources 

Good news: you've already seen most of the inputs to the Estimate Activity 
Resources process already! Before you can assign resources to your 
project, you need to know which ones you're authorized to use on your project. 
That's an input, and it's called Resource Calendars. You'll also need the 
activity list that you created earlier, and you'll need to know about how your 
organization typically handles resources. Once you've got a handle on these 
things, you're set for resource estimation. 

ea rliev m Deft* Ae*W*es. 



m procc 



Planning 
process group 




l 



m 



/cu probably already guessed 
that these iwo mpuis would be 
hcre-ihey show up £* most o( 
these planning processes' 



Resource 
Calendar 



Activity 
Attributes 



Activity List 




/ 




Enterprise 
Environmental Factors 




Inputs 



Organizational 
Process Assets 



Resource Calendars 

When you plan out a project, you need 
information about what resources you can use for 
various activities, and when they're available to 
you. That's what resource calendars are for. 
Don't forget that some resources, like consultants 
or training rooms, have to be scheduled in 
advance, and they might only be available at 
certain times. You'll need to know this before you 
can finish planning your project. 




l^ h,sWal Nation help yo 
*«* resources to y ou , JJ ? 



A June wedding is harder to plan 
•than one in Dedember, because "the 
wedding nails ave all booked up. 
That's a v-esouv-de donstraint! 



Resource Calendars are the only new input to the Estimate Activity 
Resources process. YouVe already seen the rest of the inputs. 



you are here ► 255 



Download at Boykma.Com 



resource estimation tools and techniques 



Estimating the resources 



The goal of Estimate Activity Resources is to assign resources to each activity in the 
activity list. There are five tools and techniques for the Estimate Activity Resources 
process. Some of them have technical-sounding names, but they're all actually pretty sensible 
when you think about it. They should all make sense to you when you think about what you 
have to do when you have to figure out what resources your project needs. 



J-»|s 



.-. 



Expert J udg merit means bringing in experts who 
have done this sort of work before and getting their 
opinions on what resources are needed. 



Alternatives Analysis means considering 
several different options for how you assign 
resources. This includes varying the number of 
resources as well as the kind of resources you use. 



Published Estimating Data is something that 

project managers in a lot of industries use to help them 
figure out how many resources they need. They rely on 
articles, books, journals, and periodicals that collect, analyze, 
and publish data from other people's projects. 



Project Management Software 

like Microsoft Project will often have features 
designed to help project managers play around 
with resources and constraints and find the best 
combination of assignments for the project. 



Bottom-Up Estimating is a technique that you may have used before without 
even knowing it! It means breaking down complex activities into pieces, and working out 
the resource assignments for each of those simpler pieces using the other four tools and 
techniques. 



tJiereiare no 

Dumb Questions 



VL- In my company, I'm given my 
resources- 1 don't get to assign them 
myself. How do these tools help me? 

r\. When you work in afunctional 
organization or some matrixed organizations, 
you don't have as much freedom in selecting 
resources as you do in a projectized 
organization. But that doesn't mean these 
tools aren't important! Whoever is doing the 
resource selection and assignment should 
be using them. And they'll be on the PMP® 
exam, so you need to understand them all. 



VL- Is choosing a consultant, 
contractor, or vendor to do project work 
part of resource estimation? 

r\. When you're working with a resource 
outside your company, like a contractor 
or consultant, you consider that resource 
the same way you consider any other 
resource. But actually negotiating the 
contract and selecting the vendor is not part 
of the Estimate Activity Resources process. 
There's a whole other knowledge area for 
that- P rocurement M anagement. 



VL- What if I need a resource that isn't 
available when my project needs it? 

r\. This is one of the reasons that project 
management is a tough job! When you need 
a resource that isn't available, you need to 
negotiate for it. Think about it... your project 
depends on getting this resource, and 
without it your project won't get done. You 
need it, or you'll face delays! You have to 
do whatever you canto get that resource for 
your project. 
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en your pencil 



You'll need to understand the different Estimate Activity 
Resources tools and techniques for the exam. Look at each 
of these scenarios and write down which of the five Activity 
Resource Estimation tools and techniques is being used. 



1 . Kathleen has to figure out what to do for the music at Rob and Rebecca's wedding. She considers 
using a DJ, a rock band, or a string quartet. 



2. The latest issue of Wedding Planner's Journal has an article on working with caterers. It includes a 
table that shows how many waiters work with various guest-list sizes. 



3. There's a national wedding consultant who specializes in Caribbean-themed weddings. Kathleen 
gets in touch with her to ask about menu options. 



4. Kathleen downloads and fills out a specialized spreadsheet that a project manager developed to 
help with wedding planning. 



5. There's so much work that has to be done to set up the reception hall that Kathleen has to break it 
down into five different activities in order to assign jobs. 



6. Kathleen asks Rob and Rebecca to visit several different caterers and sample various potential 
items for the menu. 



7. Kathleen calls up her friend who knows specifics of the various venues in their area for advice on 
which one would work best. 



i^swersonpage305. 
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Figuring out how long the project will take 

Once you're done with Estimate Activity Resources, you've got everything 
you need to figure out how long each activity will take. That's done in a 
process called Estimate Activity Durations. This is where you look at 
each activity in the activity list, consider the scope and the resources, and 
estimate how long it will take to perform. 



Take a r^mit and WU 
the arrets cm tfts ?ay. U" 
V ou see Wow the outputs o* 
fcWate tetwfcy Resouv-des 
become m ? u-b to Estimate 




Estimate Activity 
Resources 



li makes sense thai 
™ese 90-t updated 
bemuse you leaded more 
Jbout them while doing 
the resource estimation 



You shouldn't be 
suv-pv-ised to see these 
inputs by now. They 
show up in most ok the 
planning processes' 




This is the 
main output o-p 

Estimate Activity 
Resources. It's a 
list o\ resources 
that you need -for 
each activity. 





Resource 
Calendar 




Enterprise 
Environmental Factors 




Organizational 
Process Assets 



Activity 
Attributes 



y Project Scope ^ 1 

\ Statement \ / 



Activity Resource 
Requirements 





Estimate Activity 
Durations 



Almost all of the outputs of Estimate Activity Resources 
are immediately used as inputs lor Estimate Activity 
Durations, which is where your estimates come from. 
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** 

^ You'll need to understand the various inputs and outputs for each process for the exam. Write down 
^0/ v "— ^ what you think each of the inputs to the Estimate Activity Durations process will be used for when 

tXGRClbG you actually sit down and estimate how long each activity will take. 

1. Activity List and Activity Attributes 



2. Activity Resource Requirements 



3. Resource Calendar 



4. Project Scope Statement 



5. Enterprise Environmental Factors 



6. Organizational Process Assets 
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You'll need to understand the various inputs and outputs for each process for the exam. Write down 
what you think each of the inputs to the Estimate Activity Durations process will be used for when 



«t**te the d^, C 



LXeflCIM: you actually sit down and estimate how long each activity will take. \A , ,, 

Sutton ^tyj!***"** 




1. Activity List and Activity Attributes (£, «t*»ate tKe duration ^ 

Contains information about the activities that are being estimated eath *b*bf. 



The more resourdes you 

( add to an adtwity, the ** sometimes a dd ih9 peop)e Wt . 

2. Activity Resource Requirements J | eS s We vt -takes. ^ the job done any faster/ fo^ber, ni 

Shows which resources are assigned to each activity " * have a bab y ih «* »>onth. 



nine 




You need -to know when -the resourdes ave 
available, bedause -that's going to impadt 
3. Resource Calendar ^ ^ a , esUate ^ ^e activity. 

Shows the availability, capabilities, and skills of each human resource, 
or the quantity and availability of equipment and other resources 



4. Project Scope Statement 

Lists constraints and assumptions for each activity 

\Wre probably not the first person 
in your dompany to do this sort of 

5. Enterprise Environmental Factors pvojedt- Information from people 

around you will be vevy valuable when 
youVe dmeating estimates. 

Other people or databases in my company can help with estimation 

VThis input is always about looking elsewbeve 
in Vow* - organization for information. 
0. uryamzauunai rrucess Assets ' D 



Contains historical information and records from past projects , 

Any time you see this, think fc IN The move you know abou tW~ 

about his4i,al information \_ V* ^^stt^ 3\* 

and projedt redords/ ^_J V — addurate your estates w 
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Estimation tools and techniques 

Estimating the duration of an activity means starting with the information you have 
about that activity and the resources that are assigned to it, and then working with the 
project team to come up with an estimate. Most of the time you'll start with a rough 
estimate and then refine it (maybe a few times!) to make it more accurate. You'll use 
these five tools and techniques to create the most accurate estimates. 



~p©l§ 



Expert J lldgment will come from your project 
team members who are familiar with the work that 
has to be done. If you don't get their opinion, then 
there's a huge risk that your estimates will be wrong! 



Analogous Estimating is when you look at 

activities from previous projects that were similar to 
this one and look at how long it took to do similar 
work before. But this only works if the activities and 
the project team are similar! 



Pa ra met ri c E s t i ma t i ng means plugging 

data about your project into a formula, spreadsheet, 
database, or computer program that comes up with 
an estimate. The software or formula that you use for 
parametric estimating is built on a database of actual 
durations from past projects. 



Three-Point Estimates are when you come up 
with three numbers: a realistic estimate that's most 
likely to occur, an optimistic one that represents 
the best-case scenario, and a pessimistic one that 
represents the worst-case scenario. The final estimate 
is the average. 



Reserve Analysis means adding extra time to the 
schedule (called a contingency reserve or a buffer) to 
account for extra risk. 






ifik 



ExettciSe 



Each of these scenarios describes a different tool or technique from Estimate Activity Durations. 
Write down which tool or technique is being described. 

1. Kathleen comes up with three estimates (one where everything goes wrong, one where 
some things go wrong, and one where nothing goes wrong) for printing invitations, and 
averages them together to come up with a final number. 



2. There will be two different catering companies at the wedding. Kathleen asks the head chef at each of them 
to give her an estimate of how long it will take each of them to do the job. 



3. There's a spreadsheet Kathleen always uses to figure out how long it takes guests to RSVP. She enters the 
number of guests and their ZIP codes, and it calculates an estimate for her. 



4. Kathleen's done four weddings that are very similar to Rob and Rebecca's, and in all four of them it took 
exactly the same amount of time for the caterers to set up the reception hall. 
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JO 



Tlree-Psint Estimates Up (fee 




PERT (Project Evaluation Review Technique) is the most common form of 

three-point estimation. It's a technique that was developed in the 1960s by consulting firms 
working with the U.S. Government as a way of getting more accurate project duration predictions 
up front. To do a PERT estimate, you start with three estimates — pessimistic, most likely, and 
optimistic estimates. Since the pessimistic and optimistic estimates are less likely to happen than 
the the normal estimate, the normal estimate is weighted (by multiplying it by 4) and added to the 
optimistic and pessimistic estimates, and then the whole thing is divided by 6 to give an expectued 
duration. The formula looks like this: 



( 



Optimistic 
duration * 



4 Most likely Pessimistic! ^a Expected 
duration * duration J s duration 



Kathleen used a PERT estimate for the all of the wedding planning activities to make sure that she 
could get it all done in time for Rob and Rebecca's big day. They only have six months until the 
wedding, so all of the planning needs to be done within the month to leave enough time to actually 
get everything done. She wrote down the assumptions she made for the each estimate, coming 
up with all of the reasons she could think of that she took into account when coming up with her 



estimates. 
When Kathleen assumed the best 
tasc sdenav-io, these assumptions 
led her to her °{ day estimate 



(9 + 4(15) + 30) -r 6=16.5 



tz*?;zz<- 






<Wt V.»o* ***» 






w ake an estimate- 



Optimists — °l days 


Most Likely - 15 days 


Pessimistic — °>0 days 


All quests RSl/P early 


ttal-f o\ the Quests won't 
RSl/P until the very last 
week, a -few won't RSl/P at 
all but will still show up 


Nobody RWPs av\d many 
bring guests \AY\Br\v\o\AY\ttd 


The Couple settles on the 
-first venue they visit 


They'll visit -four or -five Br\d 
spend weeks negotiatiing with 
ytYWAt oycrahors 


They'll Comb the 
neighborhood Br\d visit every 
possible place -for weeks 


The printer tar\ jet the 
invitiations dor\t in 2- weeks 


They'll want to talk to a -few 
printers and most o-f them 
will ask -for at least a month 


AH the printers will be 
booked up and we II have to 
use somebody -from out o-f 
town and it'll take six work 
weeks CiO \>\as\y\css days) 
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Exe&ciSe 

1. A software team gathered estimates for all of the work they'd have to do to build the next major release of their 
flagship product. Last time it took them around 45 days, but they're hoping that the lessons learned from the past 
release could bring the time down to 30 days. However, the infrastructure team needs to upgrade their servers, and 
they are concerned that procurement delays could potentially extend the project out to 90 days. 

Expected Duration = Optimistic Duration = Most Likely Duration = Pessimistic 

Duration = 



2. A construction team gathered estimates for all of the work they'd have to do to build a garage. In general, they can 
build a garage in 20 days, but rain or cooler temperatures could stretch the project out to 30 days. If, however, the 
forecast is correct, warm, sunny weather might bring the duration down to just 12 days. 

Expected Duration = Optimistic Duration = Most Likely Duration = Pessimistic 

Duration = 



3. A project manager used data from past projects to come up with an estimate for an upcoming software system 
replacement project. S he felt confident about a 25-day duration, but also noted that adding an extra resource could 
bring the schedule down to 10 days. The test team felt that the complexity of some completely new features would add 
additional test cases adding a few weeks for a 40-day estimate. 

Expected Duration = Optimistic Duration = Most Likely Duration = Pessimistic 

Duration = 



4. A project manager in charge of a big civil engineering project came up with an estimate for a highway re-paving 
project. The worst case scenario was 82 days, but the team felt more certain based on past experience that they could 
get it done in 49 days. If all went well with their equipment and materials, it might be done in 33 days instead. 

Expected Duration = Optimistic Duration = Most Likely Duration = Pessimistic 

Duration = 
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Create the duration estimate 



You've got a list of activities, you know what resources are needed to actually 
do each activity, and you've got your estimation tools and techniques... now 
you have enough to create the estimates! That's the whole point of the 
Estimate Activity Durations process, and it's also the main output. 



Outputs 




YOU doY\ 

activity 
a v-any 



The Activity Duration Estimates are estimates of how 
long each activity in the activity list will take. The estimate 
can be in hours, days, weeks... any work period is fine, and 
you'll use different work periods for different jobs. A small 
job (like booking a DJ) may just take a few hours; a bigger 
job (like catering — including deciding on a menu, ordering 
ingredients, cooking food, and serving guests on the big 
day) could take days. 



You'll also learn more about the specific activities while 
you're estimating them. That's something that always 
happens — you have to really think through all of the 
aspects of a task in order to estimate it. So the other 
output of Estimate Activity Durations is updates to the 
Activity Attributes. 

You may have guessed from the name that the Activity 
Durations Estimates are always duration estimates, not 
effort estimates, so they show you calendar time and 
not just person-hours. 





Activity 
Duration 
Estimates 



Activity 
Attributes 



•t always know exactly how \o*$ an 
will take, so you mi^h-t end up us'm$ 
(like I weeks +/- % days) 

Tke Activity 
Duration Estimate 
consists of 
estimates lor each 
activity. It's tke 
main output of tke 
Estimate Activity 
Durations process. 



VL- When you use parametric 
estimation, how does the program or 
formula know how much to estimate? 

r\. When someone designs a system for 
parametric estimation, they collect a lot of 
data from past projects and condense it into 
a table or a database. And then they come 
up with a heuristic (like a rule of thumb) that 
lets you boil your estimation down into just a 
few parameters that you need to enter. Most 
successful parametric estimation systems 
need a lot of time to develop. 



tWei^re no 

Dumb Questions 

VL- Since reserve analysis lets me use 
buffers, why can't I just put everything I 
don't know about into the reserve? 

r\. The idea behind reserve analysis is that 
there are always unknowns on any project, but 
you can account for these unknowns by taking 
your best guess at what's going to go wrong 
and inserting a buffer. But you can't just make 
an enormous reserve, because then there's no 
reason to ever do any estimation! The entire 
project becomes one big unknown, and that's 
not particularly useful to anyone. 



VL- Wait a minute! I don't quite get the 
difference between a duration estimate 
and an effort estimate. Can you explain? 

r\. Duration is the amount of time that an 
activity takes, while effort is the total number 
of person-hours that are expended. If it 
takes two people six hours to carve the ice 
sculpture for the centerpiece of a wedding, 
the duration is six hours. But since 2 people 
worked on it for the whole time, it took 12 
person-hours of effort to create! 
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Pack to the wedding 



Kathleen's really got a handle on how long things are going to take, 
but that's not enough to get the job done. She's still got some work to 
do before she's got the whole project under control. 



time management 



Rob and Rebecca know 
where they want to get 
married, and they've got 
the place booked now. 





But what about the 
caterer? They have no 
idea who's going to be 
providing the food. 



And what about the band 
that they want? Will the 
timing with their schedule 
work out? 





fl 





ItAtfcttf 



It's not easy to plan for a lot of resources when they have tight 
time restrictions and overlapping constraints. How would you 
figure out a schedule that makes everything fit together? 
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fringing it all together 



The Develop Schedule process is the core of time management. It's the 
process where you put it all together — where you take everything you've done 
so far and combine it into one final schedule for the whole project. A lot of 
project managers consider this the most important part of their job. The 
schedule is your most important tool for managing a project. 



t ale»da,o^W,^o,U.d3Y*- 





Resource 
Calendar 



Network 
Diagram 








Organizational 
Process Assets 



Activity List 



Activity 
Attributes 



Activity 
Duration 
Estimates 




Inputs 




Enterprise 
Environmental Factors 



Look in here £*■ 
"»?orla»l dowtraihts. 

They lUdUe drop-dead 
dates you absolutely 
^ ve to «,eet, a»d other 
""poHaht r»ilesto hes . 



TW.s is *We \i a« txm» 
^etW.TV,esea«^ 

fr eY ^otesses, a»d **» 
7 ou'll use tV** "to Wild 
wouv sthedule- 




Project Scope 
Statement 



^^hh 


UK 


ii 


■ 

1 


? 


1 


■ 


■■ 


■■ 


id 


t^ 


M 


HE 


■■ 


ii 


i 


1 






— 1 


1 


1 


P 



Develop 
Schedule 



Develop Schedule brings 
everything you've done so Jar 
together into one iinal schedule. 
All oi tke outputs irom the 
other time management 
processes are inputs to Develop 
Schedule. 
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Hold on! I don't really work like that all the 
time when I'm managing projects! I figure some 
things out, then I go back and make changes. Like 
what if I'm working on the schedule and I realize 
I need to change my resources? This says I should 
have figured that all out by now, right? 




Don't worry, even though you're done with 
the Estimate Activity Resources process, 
you're not done with the resources. 

You're never going to have the complete resource picture 
until you're done building the schedule. And the same goes 
for your activity list and duration estimates, too! It's only 
when you lay out the schedule that you'll figure out that 
some of your activities and durations didn't quite work. 




You're not done wth afilWfcy 

attributes Y ct ^ c * V 
estimate wou^es, you'll lea™ 
m0 re about so*e activities and 
update tneir attributes. 




Sequence 
Activities 



You i+eaied 
this m De-fine 
Activities, but 
you learned more 
about it in Sequence 
Activities. SihCe 
the Activity List 
is updated, it's also 
an output h> the 
process/ 




That's why the processes have the 
word "Estimating" i* their »a^sl 
Because you're taking a^ educated 
guess, but you won't know -for sure 
until you've actually developed the 
schedule. 



Each of the 
processes 
allows 

updates to an 
output from 
a previous 
one, so when 
you discover 
changes, you 
can include 
them in the 
schedule. 



Estimate Activity 
Resources 






Develop 
Schedule 



You won't know everything 
about the veso^tes until 

you actually develop the 
schedule, so you'll have 
h> keep updating the 
Resowu Requirements. 



Activity List 



Activity 
Attributes 
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A- 



Question Clinic: The "Which-cowes-wext" Question 



\ 



/v 





If you want to pass the PMP exam, you'll need to have 

a good feel for the order that the processes are performed in, because 

you'll be asked a lot of "Which-comes -next" questions! These are questions 

that quiz you on how the processes fit together into one big framework. These 

questions aren't hard, but they can be a little misleading. 



Wee it's asM 



Hold o" 



a lot o£ WV.tW°«» es ~ 
nvotesses! D« » '<* ^ or> a „ c 



Sdr*e processes. 



ask 70 



what f> 



i'd do. 



The Milestone List 
is an input "bV^ax 
you've seen be-Pore- 



The Question 
described the 
Dc-Pi^c Activities 
frotcss, so you've 
already performed 
it 



27 You're the pnm^SO^^^S^^ 

mam 

A. Create the project schedule 
,B Perform the Define Activities process 

C Consult your project management plan to figure 0^ 
how to handle any schedule changes 

figure out the dependencies between activities and 
VJtreate a diagram of the activity network. 



In other wov-ds, you've 
used decomposition at\d 
trtaitd ah activity 
list These art part o-P 
■the De-Pine Activities 
pv-odess. 



The Develop Schedule 
process heeds r»ore 
"than ah activity 
list and resource 
availability. 



You only do this 
during Cohtvol 
Schedule, but since 
there's ho schedule 
yet, there's nothing 
to tohtvol. 



This answer describes 
Se«\uehde Activities, which 
happens a-Pter De-Pine 
Activities and takes the 
Activity List ahd Milestone 
List as inputs. That's the 
right answer. 
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id you not.ee the question said V.ajra* o( the activity network" ahd 
>t project network diagram"? The exam mijht not use the exact 
sa^t phrasihj as the P/i/fc® ^juide. That's why youVe leamina how 
these th.hjs art used, and not just r»er»oriz.in3 their *a*«ts. 



The Which-comes-next question 
doesn't always look like it's asking about the order 
of the processes! Keep an eye out for questions that 
describe inputs, outputs, tools, or techniques and ask 
you what you're supposed to do next. 
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-V 



UBS 



Fill in the blanks to come up with your own "Which-comes-next" question! Start by 
thinking of a process to be the correct answer, and then figure out which process came 
right before it-that's the one you'll describe in the question! 



You are managing a . You've finished creating the 

(an Jncfefry ©r $& name ©r a.]*r©jecf) 

. p , , you've come up with fi , 

(an ©ufpuf mm fj&^i&ftem |r©cels) (an©fjier ©uffuf ftm fde^re^feus p©ce&sj 

and you've just finished . What's the next thing you do? 

(fcfe©] ©r fecjin}^ fi©tn ^pe^eus p©ce&0 



(fjie c©rrec{ S%5 - S brief deacaSpfien ©£ what likens during gi&peceas) 



(a. cle&crip fi©n ©f a, different ]>r©cess) 



({|ie, name ©£ fc fe©J ©r fec^n}^ 3Sfs ]>arf ©£ 5 feftffy cJjSbenf p&cess) 



(3^ name ©£ an }rre|evan{ ]>r©cess) 




3oin the ftead first MP community at http://vww.headfirstlabs.com/PMP 

m 1 You can add your ftead Libs answer, and see v/hat ftead Libs other project managers 
^^^ came up with! 

'V *x 
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discovering problems 



Owe thing leads to another 





Rob thought this was 
just a little problem... 



Rebecca: Well, let's see. What menu did we give to the caterers? 

Rob: We didn't give it to them yet, because we won't have the 
final menu until everyone RSVPs and lets us know which entree 
they want. 

Rebecca: But they can't RSVP because we haven't sent out the 
invitations! What's holding that up? 

Rob: We're still waiting to get them back from the printer. We 
can't send them out if we don't have them yet! 

Rebecca: Oh no! I still have to tell the printer what to print on 
the invitations, and what paper to use. 

Rob: But you were waiting on that until we finished the guest list. 

Rebecca: What a mess! 



... but it W out to be a lot bijyv 
than citKev Rob or Rebetta realized 
at jivstf tto*/'d a <\uesW about o»e 
jest's meal lead to sudh a buy mess? 





ftlVfcM 



Can you think of a situation where a delay in an activity early on in a project can lead to a 
problem in a later activity, which leads to another problem in another activity, leading to a 
cascade of problems that makes the project late? 
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Use the Critical Path Method to avoid big problems 

The Critical Path Method is an important tool for keeping your projects 
on track. Every network diagram has something called the critical path. 

It's the string of activities that, if you add up all of the durations, is longer 
than any other path through the network. It usually starts with the first 
activity in the network and usually ends with the last one. 



The reason that the critical path is, well, critical, is that every single activity 
on the path must finish on time in order for the project to come in on 
time. A delay in any one of the critical path activities will cause the 
entire project to be delayed. 



Tke Critical Patk 
is the string of 
activities that will 
delay tke wkole 
project it any one 
of tkem is delayed. 




A delay heve 



How does knowing your critical path help? 

Knowing where your critical path is can give you a lot of 
freedom. If you know an activity is not on the critical path, 
then you know a delay in that activity may not necessarily 
delay the project. 

This can really help you handle emergency situations. Even 
better, it means that if you need to bring your project in 
earlier, you know that adding resources to the critical path 
will be much more effective than adding them elsewhere. 



.will taw ^/ 
pv-oblems \\crcl 
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How to find the critical path 

It's easy to find the critical path in any project! With a little practice, you'll 
get the hang of it. Of course, on a large project with dozens or hundreds 
of tasks, you'll probably use software like Microsoft Project to find the 
critical path for you. But when it does, it's following the same exact steps 
that you'll follow here. 



Start with an activity network diagram 



You'll usually write the 
dura-bio* above ea£h 
*odc \v\ the diagv-am. 




Look -for \>a-ths by 
starting ^ cv " c a "^ 

toov\v\§ "to -tbe r^bt 



Ut\y time y ou scc a k^ . h 

the activity diagram, -thai mea** 
you ve +ouhd another 



path/ 



Two brashes 
**eBhs, -two 
additional paths. 



© Find all of the paths in the diagram. A 
path is any string of activities that goes 
from the start of the project to the end. 



Start 



Start 



-> Activity A 



-> Activity A 



-> Activity B 



-> Activity C 



-^Finish 



-> Finish 



Start 



-> Activity D 



-> Activity E 



-> Finish 



Find the duration of each path by adding 
up the durations of each of the activities 
on the path. 




^Activity B 



Start 



Start 



-^Activity A 



-> Activity C 



-^Activity D 



-> Activity E 




-^Finish = 4 + 7 = 11 



->Finish = 4 + 2 = 6 



->Finish = 3 + 5 = 8 



^^ This path has a 

J) duration of //, whW| js 

■^ H^tta* -the other 

two a a*d qi So ^ s 

the Mi\ts\ path/ 



The critical path is the one with the longest duration! 
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ISStefce 



You may get questions on the exam asking you to identify the critical path in a network diagram. 
Here's some practice for doing that! Find the critical path and duration for this PDM. 





A 




^ 




Start 






\ 


5 




D 




i^iswersonpage306. 



Critical Path 

Duration of Critical Path 
Total Number of Paths 




D 






\ 






End 



Critical Path 

Duration of Critical Path 
Total Number of Paths 
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Finding the float for awy MtivityV 



Once you've figured out the critical path, there's all sorts of useful stuff you can 
do with it. One of the most useful things you can do is calculate the float. The 
float for any activity is the amount of time that it can slip before it causes your 
project to be delayed. You might also see the word "slack" - it's the same thing. 

Luckily, it's not hard to figure out the float for any activity in a network diagram. 
First you write down the list of all of the paths in the diagram, and you identify 
the critical path. The float for every activity in the critical path is zero. 



The goal is k> (\*d the -float 
-for eadh activity. Wert not 
really dondev-ned with -finding 
a -total -float -fov- ea<th 
path-weVe looking at the 
activities independently. 



Start 





There are three paths in this network 
Start^A^B -+C -^ Finish = 11 
Start^D^E -> Finish = 7 
Starts D -> F^ G - Finish = 8 

The path With the longest 
duration is the Arrfcifial path! 



© The float for each of the activities on the 
critical path is zero. 
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Find the next longest path. Subtract its duration from the duration 
of the critical path, and that's the float for each activity on it. 



7 the Reject 





The duration -Pov- -this j>aih is Q, 

a*d -for -the dv-i-fcidal path i-fc's /I. 
So -the 4>at is II -8 = 3. 



•s why you -figure 
oui -the Ichg-th o-f eafih- 
paih be-fore you s-tavi. 



Do the same for the next lo os est path, and so on through the 
rest of the network diagram. P retty soon, you'll fill in the float for 
every activity! 

+£* U adtiwty p ih ihe 

^IWlMve it alone. That 
Start I l **^^W4e^e onM 





You can use this 
method to lind the 
flo a^f or every activit y 
in a network diagram. 
Another word lor float 
is slack. 



Sinde ihis duration wis 
already -filled in, you 
don't want to replace it 
bedause that's how lonj 
this activity dan slip/ 




Floa(=4~} 



The duration ^ortWs ? ath. si, 

and^orthedr-.tidalpathrtsll. 
So *he fl«at* H- 1 -^ 
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Float tells you bow much extra time you have 

Once you know the float, you know how much play you have in your 
schedule. If an activity has a float of 2 days, it can slip by that much 
without affecting the end date. 



/\ -+ 2> ->• C is the 

c,iti«lpath,w*hUal 

A^&o^ + i + i^ft 



The -floa-t -Pov activities A, B 
a*d C is «<ro because any delay 
m them will cause the project 
to be late' J 



Activity F ^s a float 
of * because Uat's how 

,Ch it ta« slip without 

causing path P -* %■ ~* • 
to delay the project 




The duration £>v the 

last path P -> £ _► 

3 is 1 + I + 5 =. \q ^\ 

Activities P ov fc C3n slip by * x-thout 
m akM the project late, A»y •»<>« 
tha, that a,d path P -> e - Fj. 
take Uyr tha* the critical path! 



So P and E both 
have a float of 3. 



To iinct tke float lor an 

activity, iigfure out how 

muck it can slip keiore it 

makes tke project late. Tke iloat lor any 

activity on tke critical patk is ZERO! 



Activity (\ has a float of 4r because 

that's how Uj path P -> fc -> $ 
can be delayed before it becomes 
the new critical path. 
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You'll need to be able to calculate the float of an activity in a network diagram for the exam. Take 
another look at this PDM from the last exercise. Can you calculate the float for each activity? 




1. What is the float for each activity on the critical path? 

2. What is the total duration for path A ^ B -► C -►G? 

3. What is the total duration for path A -► B -► F -► G? 

4. What is the total duration for path D -► E -+F^G? 

5. What is the total duration for path D -> H -> I? 

6. Which path is the critical path? -► 7* 

7. Write down the float for each activity: ^ 

A B C D E 

F G H I 



frmt? P«t -fill m the float &r the 
tvitical path activities. Then move 
or^ -to the ne*Won5est path, and 
then the next-longest one, flM 
m any float that hasn't been filled 



in y 



j^iswersonpage307. 
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tWeiare no 

Dumb Questions 



VL- Where do the duration numbers come from on 
each activity? 

r\. A lot of people ask that question. It's easy to forget that 
everything you do in Sequence Activities builds on the stuff you 
did in the other Time Management processes. Remember the 
estimates that you came up with Estimate Activity Durations? 
You used techniques like Three Point Estimates, Analogous 
Estimating, and Parametric Estimating to come up with an 
estimate for each activity. Those are the estimates that you use 
on your network diagrams! 



VL- What if there's a path that's not critical, but where 
even a small slip in one activity would delay the project? 

r\. This is exactly why it's important to know the float for 
each of your activities. When you're managing your project, it's 
not enough to just pay attention to the activities on the critical 
path. You need to look for any activity with a low float. And don't 
forget that there may be some activities that aren't on the critical 
path but still have a float of zero! These are the ones where you 
really want to pay attention and watch out for potential resource 
problems. 



o 





All of the processes in Time 
Management tie together! When 
you develop your schedule, you're 
using the durations lor your 
activities that you came up with 
in Estimate Activity Durations* 
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Figure out the early start and early finish 

Coming up with the float for each activity is useful, but you can actually do better! 
When you have a long critical path, but the other paths in your network diagram are 
short, then you have a lot of freedom in when you can start and finish each of the 
activities that are not on the critical path. You can use early start and early finish 
to get a handle on exactly how much freedom you have in your schedule. 



The oih 






V,as a dvAvaW 




^e should be a lot J 




Eve* i{ Activity p sia+U 
really late, *uc the path it's 

ot\ is so r*u£h shorter tha* 

the dHtidal path, the project 

will still be Oh tir*e. 




4^- 



you i, U J iw »«*«* a. 



Early start 



Is the earliest time that an activity can start. An activity 
near the end of the path will only start early if all of the 
previous activities in the path also started early. If one of 
the previous activities in the path slips, that will push it out. 



Early finish 



Is the earliest time that an activity can finish. It's the date 
that an activity will finish if all of the previous activities 
started early and none of them slipped. 



When you find the early 
start and early finish lor 
each task, you know exactly 
how much freedom you have 
to move the start dates 
lor those activities around 
without causing problems. 
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Figure out the latest possible start and finish 

It's also important to know how late any activity can run before it delays 
the project. That's what late start and late finish are for! They let you 
figure out how late you can start a certain task and how much it can slip 
before it delays your project. 




This path is »»ia<* shorter than 
the flritital path, so you should 
be able -to start Aridity & 
very la-be and still Complete 
the pv-ojefct on time! 



T his is fjf »*e network 
*ay** 4Vom the last ? ^ c 





The path Activity P is on 
has a rwudn shorter duration 
tha* the dritidal path. So 
even i-f it has a lon$ delay, 

it still v/on t harm the 
projedt- 



Late start 

Is the latest time that an activity can start. If an activity is on 
a path that's much shorter than the critical path, then it can 
start very late without delaying the project - but those delays 
will add up quickly if other activities on its path also slip! 



Late finish 

Is the latest time that an activity can finish. If an activity is on 
a short path and all of the other activities on that path start 
and finish early, then it can finish very late without causing 
the project to be late. 



Figuring out the late start 
ana late tinisk will kelp you 
see now muck "play" you 
nave in your schedule. An 
activity witli a large late 
start or late I inisk means 
you kave more options. 
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Add early and late durations to your diagrams 



You can use a method called forward pass to add the early start and 
finish to each path in your network diagram. Once you've done that, you 
can use backward pass to add the late start and finish. It makes your 
network diagrams look a little more complicated, but it gives you a lot of 
valuable information. 



start a»<* * m,sW 




The early s&y-t £»- 

■this activity is f . ^^-§(4 J) 



Write the late start i» 
le+thand Corner. As I 
i»vitatioh desij* starts by day 7?£ 
won t delay the critical path. 



"the lower- 
ing as the 



the uppc^o^^. w ^ ^ 
^^ tie activity above it, 
*d the duration a*d float 
•^ide -the box. 



The early Ornish £>r this 
activity is ft There's ho 
^y it *a* Ch j beW 
day 0. 

The late Ornish -for the 
Desiy* Invitations ad-tw'rty is 
II, whidh means the latest it 
da* Ornish Without delaying 

thesdheduleiso^day#H. 
|{ it hasn't ^misKcd by th 
Kathleen should v/orryf 



en, 



Take a forward pass through the network diagram. 

Start at the beginning of the critical path and move forward through each 
activity. Follow these three steps to figure out the early start and early finish! 




Finish 



Q The ES (early start) of the first activity in the path is I.The EF (early finish) 
of any task is its ES plus its duration minus one. So start with Activity A. It's 
the first in the path, so ES = 1, and EF = 1 + 6 - 1 = 6. 

^J Now move forward to the next activity in the path, which is Activity B in 

this diagram. To figure out ES, take the EF of the previous task and add one. 
So for Activity B, you can calculate ES = 6 + 1 = 7, and EF = 7 + 5 - 1 =11. 

@ Uh-oh! Activity C has two predecessors. Which one do you use to 

calculate EF? Since C can't start until both B and D are done, use the one 
with the latest EF. That means you need to figure out the EF of Activity D 
(its ES is 1 , so its EF is 1 +2-1 = 2). Now you can move forward to Activity 
C and calculate its EF. The EF of Activity D is 2, which is smaller than B's EF 
of 11, so for Activity CtheES = 11 + 1 = 12, and EF = 12 + 7 - 1 =18. 
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Take a backward pass to find late start and finish 

You can use a backward pass through the same network diagram to figure out the late 
finish and start for each activity. 

The backward pass is just as easy as the forward pass. Start at the end of the path you just 
took a pass through and work your way backward to figure out the late start and finish. 



Activity A 



We've already 
-figured out -the K 
and £F, so they've 
filled m here! 




Start with the critical path. 

You're calculating the latest any activity 
can start and finish, so it makes sense 
that you need to start at the end of the 
project and work backward — and the 
last activity on the critical path is always 
the last one in the project. Then do 
these three steps, working backwards 
to the next-longest path, then the next- 
longest, etc., until you've filled in the LS 
and LF for all of the activities. Fill in the 
LF and LS for the activities on each path, 
but don't replace any LF or LS you've 
already calcualted. 

Activity A 



Start at the end of the path, with Activity C. The LF (late finish) of the last 
activity is the same as the EF. Calculate its LS (late start) by subtracting its 
duration from the LF and adding one. LS = 1 8 - 7 + 1 = 12 

© Now move backwards to the previous activity in the path — in this case, 
Activity B. Its LF is the LS of Activity C minus one, so LF = 1 2 - 1 =11. 
Calculate its LS in the same way as step 1 : LS = 1 1 - 5 + 1 = 7. 

@ Now do the same for Activity A. LF is the LS for Activity B minus one, so 
LF = 7 - 1 =6. And LS is LF minus duration plus one, so LF = 6 - 6 + 1 = 1 . 

Q Now you can move onto the next-longest path, Start-D-C-Finish. If there 
were more paths, you'd then move on to the next-longest one, etc., 
filling in LF and LS for any nodes that haven't already been filled in. 




|Duration 



Activity B 

(zTH| 

l Duration |> 




Bwfc do the &rward pass £>r - 
both paths. W,enyou do -thai you 

yt a AflW dF U MivitJ B, 
which ^kes all the nu»be« change/ 
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Activity C 

ft? B 

[Duration 



They've the sa»»e i+ 
Neve's onty one path- 
But wtWoire paths, 

things get interesting! 




We use Activity P to tabulate 
the L? U Activity C because 
it has tie Wr LS- 
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Let's take some time out to walk through this! 



All of this critical path stuff seems pretty serious, right? It's one of the 
toughest concepts on the exam. But don't sweat it, because it's actually 
not hard! It just takes a little practice. Once you do it yourself, you'll 
see that there's really nothing to worry about. 



arpen your pencil 







Start 










Start 










Start 










Start 







Cal*Jati*3 toe ^ &> LS ' a " d L ^ 
may seem domfteated, but it only takes 
a Tittle frariite to yt toe hav^ ok it 
Out you walk tov-ou^ it step by step, 
you II see that ^s actually pretty cas V ! 



There are four paths in this network diagram. Fill in each of 
the activity names and durations for each of the paths. 




► 

► 

» 

► 



G ~ 

► 

► 

» 

► 



Put an asterisk H next 
to the critical path. 



Finish 



Finish 



Finish 



Finish 



We're not done yet! There's more on the next page. 
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harpen your pencil 



Take a forward pass through each of the four paths in the diagram and fill 
in the early starts and early finishes for each activity. Start with the first 
one. 







4 




3 




4 






Start 


A 


B 


c 




Finish 














*fcvfy ih a path is 




OV\t. 



ES=_ 
EF= 




ES= 



The eav-ly -f iwsVi of a* 
_ *^ activity is its K fl<* 

E^~ — ^^"^- ',-ts duration minus one 



Let's move on to the second path. 



The «rM*rt of a, activity is the early 
+««K ol the previous activity p |« ««. 







4 




3 




7 






Start 


A 


B 


F 




Finish 











ES=_ 
EF= 



ES=_ 
EF= 



ES=_ 
EF= 



The next path isn't as straightforward as it looks. Start by filling in its values. 

5 8 4 



Start 




D 




E 




H 




Finish 












E 
E 


1 

ii ii 

CO LL 


E 
E 


1 

ii ii 

CO LL 


1 

II II 
CO LL 
LU LU 







Now take another look at it, and how 

it mixes with the last path. It includes 

activity H, which was also in the last path. 

H will have a different 

ES depending on 

which path you use! 

So which predecessor 

do you use- E or 

G?The idea here is 

that you use the 

predecessor with the 

larger EF value when 

you calculate the ES 

for activity H (because 

you want the latest 

possible start date). 




4 






H 




Finish 





ES=_ 
EF= 



ES=e ^f^oT 
— ^ ^\- -two aven t so 

EF=_?_ c stva'^VvtWwav-d. 

Out you have the £F (or both 
activities £ and 4 Y°* da » usc ^ c 
bic^ev one to Come up with the ££ \oy 

activity tt- 
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You've calculated the ES for each activity. Use that information and take a backward pass 
through the paths, starting with the first two paths. 

First start with the critical path. Take the EFofthe last activity in the critical path and use it as the LFfor 
the last activity in every path. If you take a minute to think about it, it makes sense to do that. The point of 
LF is to figure out the absolute latest that the activity can end without making the project late. And as long 
as every non-critical-path activity ends before the last activity in the critical path, then they won't be late. 



We'll start by giving you the LF of critical path, Start-D-E-H-Finish, which is 1 7. 



Start by -C ill"* '"» the ^ ^ ^ e 
last a&tiwrby m eath path, *h'th > 
is the same as the £F °* the last 
attwity m the twtical ?ath. 



Move backwards ih^gh th e 
path, tilling ih £ he U . 

^ubt^trng the duv-atio* -(Vo*, 
the LP a»d addmg o»e. We've 
*'»ed i» the W two U yo,. 







4 




3 


Start 




A 




© 




■* 



The UF -for each 

activity is the LS o-P 
the hext one oh -the 
path minus one. 









Fov adtwity B, you have a dhoide - you 
tan daldulate -the \Jr usm$ the LS W 
either adtivity C or ?. Ust the Uer value, 
subtradt one, and -fill »-b m- 



Finish up by calculating the LS and LF for the last two paths! 



Activities B and D have two possible 
choices for which LS to use for the 
calculation. For activity B, do you 
use the LS of C or the LS of F? And 
for activity D, do you use the activity 
E or G? The answer is that you 
always use the lowest value of LS 
to calculate the LF. The reason is 
that you're trying to find the latest 
possible start date that won't make 
the project late. If you use an activity 
with a later LS, and the activity 
really is delayed by that much, then 
it'll cause a delay in both following 
activities. And that will make the 
one with the lower LS start too late. 



8 







/ 


E 


\ 








5 


/ L 


p- 


X 


4 






Start 




D 


LS=_ 


H 




Finish 








A 


.F= 


\ 


6 


/ L 


F=n 






/ 


/ LS=_ 


\ 


G 


' LS=_ 





Adtivity D is another o*e where 
you have h> those whidh LS h> 
use ih order \x> tabulate the UF. 
You tan either ^st the LS -from 
adtivity E or adtivity 4 Use 
whichever is lowest, subtradt o*e, 
a*d -Pill it ih. 
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Sharpen your pencil 

Solution 

|{ vou *ot a -few o£ i^«e ««»3> do,r ^ 
y/ovvy- l-t's easy to miss one taltulaW, and 
inat leads to a jwW«« " i)nt wUe ? 



For the exam, you'll only have to do one or two of these calculations, 
not a whole string of them like this. You'll definitely be able to 
handle the exam questions now! 



LrJ 




No* you k»o*/ that activity 4 
ta» start as late as day « o* 
the project (assuming the u^ts 
are days) - or it tould Wish 
as early as day II. 





You won't have to do this kind of thing on 
the job... that's what computers are for! 

Project management software like Microsoft Project will 
do these calculations for you. But you need to know how 
to do it yourself, because when the computer is doing 
critical path analysis, this is exactly how it figures it out! 
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Dumb Questions 



time management 



VL- Would I really use this critical path 
stuff in real life, or is it just something I 
need to memorize for the PMP exam? 

r\. Yes, critical path analysis really is 
important in real life! Sure, for a small project 
with a dozen or so activities, it's pretty easy 
to figure out which activities are critical 
and which can slip by a little bit. But what 
happens if you've got a project with dozens 
of team members and hundreds of activities? 
That's where critical path analysis can come 
in very handy. For a project like that, you'd 
probably be using project management 
software rather than calculating the critical 
path yourself, and the software will be able 
to highlightthat path for you. Pay special 
attention to all of the activities that are on the 
critical path-those are the ones that could 
potentially delay the project. 

vJ " What about the other numbers? 
How do I use float? 



A 



Float is a very powerful planning tool 
that you can use to figure out how well your 



project is going, and to predict where your 
trouble spots might be. Any activity with a 
low or zero float absolutely must come in on 
time, while the people performing an activity 
with a larger float have more freedom to slip 
without delaying the project. So you might 
want to assign your "superstar" resources to 
the low-float activities, and those people who 
need a little more mentoring to the ones with 
higher float. 

V£/ Okay, but what about late start, 
early finish, and those other numbers? 
Do those do me any good? 

r\. Early and late start and finish numbers 
are also very useful. How many times have 
you been in a situation where you've been 
asked, "If we absolutely had to have this in 
two months, can we do it?" Or, "How late can 
this project realistically be?" Now you can 
use these numbers to give you real answers, 
with actual evidence to back them up. 

Here's an example. Let's say you've got an 
activity in the middle of your project, and 



one of your team members wants to plan a 
vacation right at the time that the activity will 
start. Do you need to find someone to fill in 
for him? If he'll be back before the late start 
date, then your project won't be late! But that 
comes at a cost - you'll have used up the 
extra slack in the schedule. 

V^/ I can see how the critical path is 
useful on its own, but what does it have 
to do with the rest of time management? 

r\. If you start putting together your 
schedule but the activities are in the wrong 
order, that's really going to cause serious 
problems... and sometimes doing critical 
path analysis is the only way you'll really 
figure out that you've made that particular 
mistake. That's why you need to pay a lot 
of attention to the Sequence Activities tools 
and techniques. If you've come up with an 
inefficient or inaccurate sequence, with 
too many or incorrect predecessors and 
dependencies, then your entire critical path 
analysis will be useless. 



«4 



BULLET POINTS: AIMING FOR THE EXAM 



The critical path is the path that has the longest 
duration. 

You should be able to figure out the number of paths in 
a project network diagram, and the duration of each 
path. 

The float for an activity is the amount that its duration 
can slip without causing the project to be delayed. The 
float for any activity on the critical path is zero. 

You'll need to know how to calculate the early start, late 
start, early finish, and late finish for an activity in a 
network diagram using the forward pass and backward 
pass. This is the core of critical path analysis. 



You may see a PDM (or activity-on-node) diagram with 
special nodes that have extra boxes in the corners for 
the ES, EF, LF, and LS. 

Don't forget that when two paths intersect, you have to 
decide which ES or LF value to take for the calculation 
in the next node. For the forward pass, use the larger 
value; for the backward pass, use the smaller one. 
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crashing costs more 



Crash the schedule 

There are two important schedule 
compression techniques that you can use to 
bring in your project's milestone dates. . .but each 
has its own cost. When you absolutely have to 
meet the date and you are running behind, you 
can sometimes find ways to do activities more 
quickly by adding more resources to critical path 
tasks. That's called crashing. 





No problem! We'll 
just add more cooks 
and waiters to serve 
more people. 



That'll losi »»oire... 



Craskingf tke sckedule 
means adding resources 
or moving tkem around 
to skorten it. Craskingf 
ALWAYS costs more and 
doesn't always work! 




Then you can't crash the schedule. 

There's no way to crash a schedule without 
raising the overall cost of the project. So, if the 
budget is fixed and you don't have any extra 
money to spend, you can't use this technique. 
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Fast-tracking the project 

Another schedule compression technique is called fast-tracking. 

Sometimes you've got two activities planned to occur in sequence, but 
you can actually do them at the same time. On a software project, you 
might do both your UAT testing and your functional testing at the 
same time, for example. This is pretty risky, though. There's a good 
chance you might need to redo some of the work you have done 
concurrently. 



O 



0» the e*a>», i£ you sec so^etW^ 
about "overlap activities, its 
talkie about {ast-tradci*^ 






|Jf the decorations 
don't *atth the flowers 
well enough, we'll have to 
do so^e v-ewov-k. 



Craskingf and 
iast-trackingf 
are SCHEDULE 

COMPRESSION 

tools. 



ExettciSe 



Each of these scenarios describes a schedule compression technique. Pick which are 
examples of fast-tracking and which are crashing. 

1. Kathleen guesses that 70% of the invitees will RSVP. Instead of waiting for all of them 
to come in, she goes ahead and reserves the tables and chairs now. 



| | Fast-tracking 



| | Crashing 



2. Rebecca is taking a really long time to choose the decorations so Kathleen brings in a 
professional decorator to help, even though it will cost more. 



I | Fast-tracking 



I | Crashing 



3. Kathleen needs to get the invitations out quickly, so she hires two temps to come in 
and help her stuff envelopes for a few days. 



| | Fast-tracking 



| | Crashing 



j^swersonpage307. 
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What-if analysis 

It's always a good idea to think about all of the things that could go wrong on your project in 
advance. 



"H§ 



What 
What 
What 
What 
What 
What 
What 
What 
What 



if the limo breaks down? 

if the florist cancels at the last minute? 

if the dress doesn't fit? 

if the band gets sick? 

if the guests get food poisoning? 

if there's a typo in the church address on the invitation? 

if the bridesmaids don't show up? 

if the cake tastes horrible? 

if we lose the rings? 




That way, you can figure out how to deal with any problems that might come your way 
Sometimes there's no way to still meet your dates and deal with these scenarios. But it always 
makes sense to try to understand the impact they will have on your schedule. 




Monte Carlo Analysis 



This is a specific kind of what-if analysis where you model 
uncertainty using a computer. There are some packages that 
will help to calculate risk using random numbers and Monte 
Carlo algorithms. While this is not a commonly used technique, 
there might be a question or two about it on the PMP exam, 
and you should know what it is. 




Scheduling Tool 



Using a project management software package to create a model 
of the schedule and adjust various elements to see what might 
happen is another technique for analyzing network diagrams. 
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Other develop Schedule tools and techniques 

There are just a few more tools and techniques in the 
Develop Schedule process that you should know. 



Performance Reviews 

One of the most common ways to do this is to use the 
critical chain method. In this method, resource 
dependencies are used to determine the critical path. Then, 
buffers are added working backwards from the delivery 
date into the schedule at strategic points, and the project is 
managed so that each milestone is hit on time. 




Resource leveling 



Sometimes only one resource can do a given activity. If that 
resource is busy doing another activity on the critical path, the 
path itself needs to change to include that dependency. That's 
the point of resource leveling. It evaluates all of the resources to 
see if the critical path needs to change to accommodate resource 
assignments. 




Adjusting Leads and Lags 

If you made any mistakes in your leads and your 
lags, you might be able to adjust them to change 
the projected end date. 



And doni -CovyU 



r 





Schedule Compression and Schedule Network Analysis 

The last two tools and techniques in the Develop Schedule process are the 
ones you just learned over the last few pages: schedule compression and 
schedule network analysis. 
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Outputs of Pevelop Schedule 

Of course, the main product of Develop Schedule is the schedule. But 
there are a few other supporting documents that help you understand how 
the work will get done as well. 



4 



Outputs 





Schedule 



^hedule is achievable/ 



Project Schedule 




All of that analysis and modeling should produce 
a schedule that everyone can get behind. After 
thinking your way through everything that can go 
wrong and assigning resources, you should have a 
pretty accurate prediction of the work required to 
complete the project. 



4. -ioi 



Jvii 



Milestone List 




Milestone List 

Technically the milestone list is a part of the project 
schedule (so they're really all part of the same 
output), but it's very important. All of the major 
chunks of work can be marked with milestones to 
track their completion. Usually this list is published 
for other teams or stakeholders who are depending 
on parts of the work to be accomplished by a 
certain time. 



Tbe main tWmft "to remember bere 
is tbat milestones are usually used 
b> trade sUC that will be used by 
?C o ? leouWetbe ? ro^t ^^ fcf, 




Schedule 
Data 



The schedule data is a colletion of information 
about your schedule. It will include things that 
you'll need to analyze your schedule later on in the 
project: alternative schedules, specific requirements 
for resources, milestone charts, bar charts, project 
schedule netowrk diagrams, and other data and 
metrics about your schedule 
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Beiore you can do change control, you need requested changes. 
Once the change is approved, you can update the baseline! 




This is just like theStope 
Baselihe i* the last chapter 



Schedule Baseline 



When the Develop Schedule process is complete, a 
baseline is created so that actual progress can be 
compared to the plan. 




Activity 
Requirements 



\. 





Calendar 



7 s> 

Any o£ i\\tst fv-ojcdt 
dodumcr\-U da* yb 
updated *Mt* yw ^/ 
sdhedule dhanys. 



Activity 
Attributes 




Project 
Document Updates 




Risk 
Register 



Updates and Requested Changes 

In the course of developing the schedule, you will find 
changes to your resource requirements, activity attributes, 
and project calendars. Some changes may affect your 
overall plan for handling all other areas of project 
management. In that case, the Project Management 
Plan will need to be updated. (You'll also update the Risk 
Register — you'll learn all about that in Chapter 11.) 



you are here ► 



293 



Download at Boykma.Com 



scenario and output matching 



1 * www 

For the exam, you need to know 
the wedding's Develop Schedule 
description on the right. 


Develop Schedule outputs. Several outputs from 
process are on the left. Match them to the correct 


A. Project Schedule 






1. K&thhm glVes a list of dates t9 tJie caterer 
telling Kim wjien Jie Will need t° KaVe Kls menu 
plans and wjien tKe shopping for tKe Ingredients 

Will need t° be complete for tJie Reception and 

Rehearsal Dinner. 


B. Schedule Data 






2. ^cttiileen realizes that sjie needs t° make a 
change t9 Ji9W sjie keeps irack of tJie Waiters' 
time, so sjie makes a change t9 tKe document tKat 
describes It. 


G. Schedule Baseline 






3. Wlille making tKe schedule, K#M een realizes 

tKat s}ie Is going to need a l°t more waiters. 


D. Update to Resource 
Requirements 






4. K$tW een makes a copy of tJie schedule wjien 

It's done so tKat sjie can compare Jiow s}ie Is doing 
to tKe original plan. 


E. Project Document 
Updates 






5. There's a big poster on tKe wall Wjiere ^atUeen 
keeps irack of wji9 does wjiat and wjien. 

Z - 3 •£ - a -f~ D -I - 9 •£ - V :s-I3msu V 



294 Chapter 6 



Download at Boykma.Com 



time management 



tliereiare no 
Dumb Questions 



V^/ Don't we need to go through change control 
before we update the resource requirements or the 
activity attributes? 

r\. No. You need to go through change control if you 
are requesting changes to, say, your cost management 
plan. But while you are working on creating your 
schedule, everything you have created as part of the 
Time Management knowledge area is fair game. 

As you work your way through your network diagram 
and figure out new dependencies, you are going to find 
that you need more resources for some items or that the 
activity itself has changed. That's why this process gives 
you the freedom to refine your earlier idea and make all 
of the time management documents in sync with your 
new understanding. 

The Develop Schedule process is about taking all of the 
information you are able to think of up front and putting 
it into a schedule that is realistic. When you are done 
with this process, you should have a really good idea of 
what you are going to do, who will do it, and how long it 
will take. 

VL- We always want to do our projects as quickly 
as we can. Why don't we always fast-track and crash 
our schedules? 

r\. Because crashing is expensive and fast-tracking 
is risky. While it may look good on paper to add a lot of 
resources to a project that is running late, it often adds 
so much management overhead and training issues that 
the project just comes in later. 

Even though it might seem like some predecessors 
are really unnecessary, you usually planned them for a 
reason. So when you break your dependencies to fast- 
track your project, you can significantly compromise the 
quality of the work that gets done. That means you might 
have to redo it altogether- which would probably take a 
lot of time. 

While fast-tracking and crashing might work sometimes, 
they always add both risk and cost to your project. 



VL- Do people really do Monte Carlo Analysis to 
figure out their schedules? I have never heard of that 
before. 

r\. It's true that most people don't use this technique 
to figure out what might go wrong on their projects, so 
don't feel bad if you've never heard of it. Some people 
think that this is just one of those things that is on the 
PMP exam, so you have to know what it is. But there 
really are some project managers who use it and get 
great results! 

VL- Critical Chain sounds complicated. Do I need 
to know how to do it? 

r\. Not really. You need to know that it is a technique 
for developing schedules that takes resource assignment 
into account early on. 

When project managers use the Critical Chain method, 
they identify strategic points to put buffers in their 
schedule and then manage the size of the buffers so that 
each milestone in the schedule is met. 

Don't worry, you won't be asked to create a schedule 
using this technique. You just need to know the definition. 



Updates refine the 
outputs oi previous 
processes so you don't 
have to go hack and 
redo them. 
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don't wait for change 



Influence the factors that cause change ^ 



Kathleen doesn't just sit around and wait 
for schedule changes to happen... 



\/ou "^-b yt a question °» the 
PMP e*a* ttat asks you about 
this. 




Joe (on phone): Good afternoon, Joe's Catering. Joe speaking. 
How can I help you? 

Kathleen: Hello, Joe. This is Kathleen calling about Rob and 
Rebecca's wedding. 

Joe: Oh, Hi! Everything's going fine with that wedding. 

Kathleen: Are you sure? What about that big convention 
across town that's going to be happening at the same time? 
Won't it be tough to find waiters in June? 

Joe: I didn't think of that; we'd better start figuring out how 
we'll handle it now. 







The project manager doesn't just wait for 
change to happen! She iincls the things 
that cause change and influences them. 
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Control Schedule Inputs and outputs 



As the project work is happening, you can always discover new information that 
makes you re-evaluate your plan, and use the Control Schedule process to make 
the changes. The inputs to Control Schedule cover the various ways you can discover 
that information. The outputs are the changes themselves. 

Chafes are always 
Spared -to -the schedule 
■to understand impact. • "n 




Monitoring 
& Controlling 
process group 



Inputs 



A lot o£ d* *ys are 
avowed by lookup at 



fer 



V 




Project 

Management 

Plan 

















































■ 1 






























. 1 



















Schedule 



Work ~ 
Performance 
Information 




You built the Schedule 
Management Pia» sub^lan 
ba<* when you were m the 
pevdo? Project Management 
Plan process. 






Organizational 
Process Assets 



Outputs 

- 



Updates to W 

ma^ymC^t dotumC^ts 

foe the ariWVfcy V«t or 
resource recrements 




Control 
Schedule 





New values -fov Sdhedule 
Per-formande Indict and 
WBS domponents. Well 
learn move about that in 
the ne*t dhapter. 





Change 
Requests 



Project 

Document 

Updates 



Project Management 
Plan Updates 



Organizational 

Process Asset 

Updates 



Work 

Performance 

Measurements 
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What Control Schedule updates 

All of the stuff you made during the Develop Schedule process gets 
updated using the Control Schedule process. Here's a closer look at 
what those updates mean. 




Schedule 
Baseline 




Organizational 
Process Assets 





Activity List Activity 
Attributes 



□ 

Schedule Data 






Control 
Schedule 




Updates 



Whenever a change is approved to your schedule, 
the baseline needs to be updated. That way, you will 
always be comparing your results to the right plan. 



As you make changes to your project schedule, you 
should be tracking your lessons learned so that other 
projects can benefit from your experience. Sometimes 
you might find changes to templates that will help 
future projects, too. 



If the work you need to do changes, then you need to 
update your activity list and attributes to match the 
new information. 



Some scenarios for what might go wrong on your 
project might show up when you are already 
doing the work. You need to update your schedule 
accordingly. 



Managing 

schedule 

change 

means 

keeping 

all of your 

schedule 

documents 

up to date. 




Project — ^ ^ 
Management Plan 



It could happen that the way you manage Control 
Schedule needs to change, and those changes would 
need to be updated in the project management 
plan. 
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Measuring and reporting 
performance 

Most often, changes are identified through 
looking at performance data. It's just as 
important once you make a change to gather 
performance data as it was when you found 
the change in the first place. Here's how 
performance data feeds into the Control 
Schedule process. 



When your schedule changes, 
you need to take performance 
measurements so you can keep 
your stakeholders up to date. 




Performance 
Measurement 




kT 



£jathev-'mg reports cm those 
measurements will help 
you determine where the 
problem is and recommend 
changes -bo -fix- it 



Routine performance 
totaswenxonis might 

show that you are 
lagging in y OU r schedule. 
We'll learn move about 
how -to measure -this 
s-tu-Pf in -the next 
chapter. 



Performance 
Reports 






^ 



Control 
Schedule 



Puttmg -the recommended changes 
through Co*bco\ Schedule will help 
you to evaluate the impact and 
update all the necessary documents. 



0*u the change is made, you 
need h> measure per-PormanCe 
and keep everybody in the 
loop oh what is working a^d 
what isn't 




Performance 
Measurement 
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the tools of Control Schedule 



Control Schedule tools and techniques 

The tools and techniques for Control Schedule are all about figuring out where your 
project schedule stands. By comparing your actual project to the schedule you laid out 
in the baseline and looking at how people are performing, you can figure out how to 
handle every schedule change. 



fa did i\\t same thin^ in sdofc dontvolf 



T»L S 




Variance Analysis 

Use this to take stock of where your project is right now 
and compare that against what you'd planned to do in 
the baseline. If there's a big difference there, you know 
there's a problem! 



Performance Reviews 

There are two important calculations called Schedule 
Variance (SV) and Schedule Performance Index (SPI) 
that give you valuable information about how your 
project is doing. You'll learn all about them in the next 
chapter. 

Adjusting Leads and Lags, What-if 
analysis, Schedule Compression 

Most of the tools from the last process apply to this one 
too. As you find variances in the schedule, you need to 
figure out the impact of those issues and change your 
schedule to account for the new information. 



Progress Reporting 

Most project managers have probably done a lot of 
progress reporting! It's one of those things that most 
people think of when they think of project management. 
It's when you create a report that says what the team has 
done, what milestones you've reached, and what's left to 
be done. You'll usually use a report template for this. 

Project Management Software 

This is software like Microsoft Project that helps you 
organize and analyze all of the information you need to 
evaluate the schedule of any project. 

Resource Leveling 

As things change in your project, you need to make 
sure that resources are covering all of the activities in 
your plan. That means you need to distribute resources 
so that the work that needs to get done always has a 
resource to available to do it. 





O 




A lot o( s£hedulih9 
software Contains \oyt 
to do this automatically. 



Remember, Gantt charts — the bar charts you make with 
MS Project — are just one tool for scheduling. You may 
use them a lot in your day-to-day work, but they're only 
one piece of time management. And remember, on the 
exam they're called bar charts, not Gantt charts! 
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V^/ When I create performance 
reports, who uses them? 

r\. The performance reports that you 
create are used by a lot of people. The team 
uses them to keep an eye on the project. If 
there's a schedule problem coming up, it 
alerts the team so that they can help you 
figure out how to avoid it. 

Performance reports are also used by your 
project's sponsor and stakeholders, who 
are very interested in whether or not your 
project is on track. Those reports give 
them a good picture of how the project is 
doing... and that's especially important in 
Control Schedule, because most change 
control systems require that every change 
is approved by a Change Control Board that 
includes sponsor and stakeholders. 



% 



What's schedule data used for? 



r\. You use the schedule data to build 
the schedule, and you'll usually generate 
and analyze it using a schedule tool (like 
Microsoft Project). It includes detailed 
information about things like resource 
requirements, alternate best-case and 
worst-case schedules, and contingency 
reserves. 

When you put together your schedule, you 
should look at all of these things in order 
to create an accurate plan. The more 
information you have when you're building 
your schedule, the more likely it is that you'll 
catch those little problems that add up to big 
schedule slips. 



tWeiare no 

Dumb Questions 

VL- One of the tools is Project 
Management Software. Do I need to know 
how to use software in order to pass the 
exam? 

r\. No. The PMP exam does not require 
that you know how to use software like 
Microsoft Project. However, if you spend 
a lot of time using project management 
software, then you probably have become 
very familiar with a lot of the Time 
Management concepts. It's a good way to 
learn the basics of time management. 



% 



How often am I supposed to update 
the project calendar? 

r\. The project calendar shows you 
the working days for your team, holidays, 
nonworking days, planned training, and the 
dates that could affect your project. Luckily, 
in most companies these dates don't change 
very often. You probably won't need to 
update it-and most project managers just 
use their company's existing project calendar. 

When you're doing Develop Schedule, you 
may discover that you need to make a 
change to the project calendar. That's why 
Updates to the Project Calendar is an output 
of Develop Schedule. 



V</ What do I do with the progress 
reports and performance measurements? 

r\. When you're planning your project, 
you'll often look to your company's past 
projects to see what went well and what 
could have been planned better. And where 
do you look? That information is in the 
Organizational Process Assets. 
So where do you think that information 
comes from? It comes from project 
managers like you who added their progress 
reports and performance measurements. 



Any time you 
generate data 
about your 
project, you skoula 
aaa it to your 
organizational 
process assets so 
you can use it lor 
future projects. 
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do you know Control Schedule? 




Control Schedule Magnets 

You'll see change control over and over again — every single knowledge area 
has its own change control process! Luckily, you'll start to see how similar 
they all are. But Control Schedule has its own quirks, and they're important for 
understanding Time Management. 



Inputs 




Fill m -tne inputs up ne\ref 
We've gotten you started 
with "this one- 



Work 

Performance 

Information 



^•s 



t 



t 




W*k the tools and 
h»i<\ues m here. 



Adjusting Leads 
and Lags, What- 
if analysis, 
Schedule 
Compression 





The outputs 50 dovm hev-ef 



|/\Mte in -fouv- o* 
•tne things that 
$et updated hev-e 




Work 

Performance 

Measurements 




Updates to 
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Timecross 



Take some time to sit back and give your right brain 
something to do. It's your standard crossword; all of 
the solution words are from this chapter. 




Across 

1. Taking work packages from the WBS and breaking them 
down into activities. 

5.The"P"inPDM. 

7. The kind of analysis where you ask a lot of questions 
about possibilities. 

8. A snapshot of the schedule that you can use for later 
comparison. 

10. estimation means plugging data about your 

project into a database of historical information to get an 
estimate of how long it will take to do the work. 

12. Giving a successor task some time to start before a 
predecessor finishes. 

13. Adding more resources to a project so you can get it 
done faster is called the schedule. 

14. A PERT three-point estimate is optimistic time + 4 x most 
likely time + time. 



path will delay the 



Down 

2. Any delay in an activity on the 

entire project. 

3. You do this sort of planning when you get more 
information as the project progresses. 

4. What you're doing to resources when you evaluate 
all of them to see if the critical path needs to change to 
accommodate their restrictions. 

6. An activity with a dependency on something outside the 
project has an predecessor. 

9. Activities is the proces where you put the 

activities in order. 

11. How long an activity can slip before the whole project is 
delayed. 
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happy days for everyone 



Another satisfied customer! 



Rob and Rebecca had a beautiful wedding! Everything was perfect. 
The guests were served their meals, the band was just right, and 
everyone had a blast... 





..and Kathleen got 
lots of referrals! 
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Sharpen your pencil 




1 / | - 1 . _ You'll need to understand the different Estimate Activity 

llQlU tlOn Resources tools and techniques for the exam. Look at each 

of these scenarios and write down which of the five Activity 
Resource Estimation tools and techniques is being used. 

1 . Kathleen has to figure out what to do for the music at Rob and Rebecca's wedding. She considers using a DJ, a 
rock band, or a string quartet. Alternatives AwalySIS 

2. The latest issue of Wedding Planner's Journal has an article on working with caterers. It includes a table that 
shows how many waiters work with various guest-list sizes. Published Estimating l/ata 

3. There's a national wedding consultant who specializes in Caribbean-themed weddings. Kathleen gets in touch 
with her to ask about menu options. Expert JudgWIGMt 

4. Kathleen downloads and fills out a specialized spreadsheet that a project manager developed to help with 

wedding planning. Project Management Software 

5. There's so much work that has to be done to set up the reception hall that Kathleen has to break it down into five 
different activities in order to assign jobs. &0tt0W-Up Estimating 

6. Kathleen asks Rob and Rebecca to visit several different caterers and sample various potential items for the menu. 

Alternatives Analysis 

7. Kathleen calls up her friend who knows specifics of the various venues in their area for advice on which one 

would work best. Expert Judgment 




Each of these scenarios describes a different tool or technique from Estimate Activity Durations. 
^\^T Write down which tool or technique is being described. 

ExenctSe 

c)0(.utlDH 1. Kathleen comes up with three estimates (one where everything goes wrong, one where some 
things go wrong, and one where nothing goes wrong) for printing invitations, and averages 
them together to come up with a final number. .T.hr?.?'.P.P!.W.t.?.?t!!*!?ff.?... 

2. There will be two different catering companies at the wedding. Kathleen asks the head chef at each of them to 
give her an estimate of how long it will take each of them to do the job. Expert judgment 

3. There's a spreadsheet Kathleen always uses to figure out how long it takes guests to RSVP. She enters the 
number of guests and their ZIP codes, and it calculates an estimate for her. Parametric CStlHiat I WQ. 

4. Kathleen's done four weddings that are very similar to Rob and Rebecca's, and in all four of them it took 
exactly the same amount of time for the caterers to set up the reception hall. Analogous estimating 
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exercise solutions 




^ExeRciSe 



You may get questions on the exam asking you to identify the critical path in a network diagram. You 
had to practice that by finding the critical path and duration for this PDM. 




Critical Path . ...SWA^D^fMrrEnd.. 

Duration of Critical Path 17 

Total Number of Paths 




Critical Path . ...^^^P^. d .. 

Duration of Critical Path . ..J^ 

Total Numberof Paths 
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You'll need to be able to calculate the float of an activity in a network diagram for the exam. Take 
another look at this PDM from the last exercise. Can you calculate the float for each activity? 

1. What is the float for each activity on the critical path? . 




2. What is the total duration for path A- B - C - G? .10. 




3. What is the total duration for path A - B - F - G? 15 




4. What is the total duration for path D - E - F - G? . 1.7. 




5. What is the total duration for path D - H - 1? . 11 




6. Which path is the critical path?. P...-. $ - F - (r 




7. Write down the float for each activity: 




A.?... B.2.. C.7.. D E.O.. 




F..Q... G.O.. H.6.. 1.6... 




Each of these scenarios describes a schedule compression technique. Pick which are 
examples of fast-tracking and which are crashing. 

ExeRctSe 

§OLuifaH l. Kathleen guesses that 70% of the invitees will RSVP. Instead of waiting for all of them 
to come in, she goes ahead and reserves the tables and chairs now. 

W\ Fast-tracking | | Crashing 

2. Rebecca is taking a really long time to choose the decorations so Kathleen brings in a 
professional decorator to help, even though it will cost more. 

I | Fast-tracking [\/f Crashing 

3. Kathleen needs to get the invitations out quickly, so she hires two temps to come in 
and help her stuff envelopes for a few days. 

I | Fast-tracking Qj Crashing 
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^Sharpen your pencil 
^\ Solution 



You'll need to know how to turn a table of 
nodes into a network diagram, so here's 
your chance to get some practice! Here's a 
list of nodes for a PDM network diagram. 
Try drawing the diagram based on it: 




Name Predecessor 


Start 


— 


A 


Start 


B 


A 


C 


B 


D 


Start 


E 


D 


F 


B 


G 


C 


H 


D 


1 


E, H 


Finish 


R G, 1 







1 


H 


^^* 







Now try another one! 



Name 


Predecessor 


Start 


— 


1 


Start 


2 


1 


3 


2 


4 


Start 


5 


3 


6 


Start 


7 


6 


Finish 


7,4, 5 
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Control Schedule Magnets Answers 

You'll see change control over and over again — every single 
knowledge area has its own change control process! Luckily, you'll 
start to see how similar they all are. But Control Schedule has its own 
quirks, and they're important for understanding Time Management. 



TJ«" is just like &«* 
"!£****! You JLi 

*»d 0**ye revests. 



Inputs 



n/ou use these to %** 
out wWiCn milestones 
you nit and ^Wifch 

activities are slippy 



7~hese tools are all 
about -figuring <*t 
*•** you stand 

'» ^elation to the 
taselihe' 




Outputs 
« ft 




TK.$ should also look really ^miliar. When you 
90 though Change Control, you ^d u P with a 
bunch 0+ updates and some Corrective actions 



Work 

Performance 

Measurements 




Updates to 

Project Documents, Organizational 

Process fysscis 

Project Management Plan 
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T>iecross Solution 



Did you $et thrown 
because you thought 
us'm$ a historical 

daia\>ast meant 
-thai you were doin$ 

analogous estimation? 

I-P you're plu^^ing values 
into a database or 
spreadsheet, youVe 
doin$ parametric 

estimation- A lot o-P 
people Consider this 
a special type o£ 

analogous estimation, 
but describing it as 
parametria is more 
accurate- 




•1-C ^ 



ExGRaSe 



Here are some examples of three-point estimates. Use the formula to figure out the expected time 
for each of these. 



1. Expected Duration =50d; Optimistic Duration =30d; Most Likely Duration =45d; Pessimistic Duration =90d 



2. Expected Duration = 20.3d; Optimistic Duration =12d; Most Likely Duration =20d; Pessimistic Duration =30d 



3. Expected Duration =25d; Optimistic Duration =10d; Most Likely Duration =25d; Pessimistic Duration =40d 



4. Expected Duration =51.8d; Optimistic Duration = 33d; Most Likely Duration =49d; Pessimistic Duration =82d 
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i- Exam Questions 



1. You're managing a project, when your client tells you that an external problem happened, and 
now you have to meet an earlier deadline. Your supervisor heard that in a situation like this, you 
can use schedule compression by either crashing or fast-tracking the schedule, but he's not sure 
which is which. What do you tell him? 

A. Crashing the project adds risk, while fast-tracking adds cost 

B. When you crash a project, it always shortens the total duration of the project 

C. Crashing the project adds cost, while fast-tracking adds risk 

D. When you fast-track a project, it always shortens the total duration of the project 

2. Given this portion of the network diagram to the right, whafs the ES of activity F? 

A. 9 

B. 10 

C. 12 

D. 13 

3. Given this portion of the network 
diagram to the right, whafs the LF of activity F? 

A. 10 

B. 11 

C. 16 

D. 17 



ES = 7 




LS = 11 LF = 13 



4. You are managing a software project. Your QA manager tells you that you need to plan to have 
her team start their test planning activity so that it finishes just before testing begins. But other 
than that, she says it can start as late in the project as necessary. Whafs the relationship between 
the test planning activity and the testing activity? 

A. Start-to-Start (SS) 

B. Start-to-finish (SF) 

C. Finish-to-Start (FS) 

D. Finish-to-Finish (FF) 

5. You're managing an industrial design project. You've come up with the complete activity list, 
created network diagrams, assigned resources to each activity, and estimated their durations. 
Whafs the next thing that you do? 

A. Use Rolling Wave Planning to compensate for the fact that you don't have complete information 

B. Create the schedule 

C. Consultthe projectscope statementand perform Sequence Activities 

D. Use fast-tracking to reduce the total duration 
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i- Exam Questions 




6. Which of the following is NOT an input to Develop Schedule? 

A. Activity list 

B. Project schedule network diagrams 

C. Resource calendars 

D. Schedule baseline 

7. Three members of your project team want to pad their estimates because they believe there are certain 
risks that might materialize. What is the BEST way to handle this situation? 

A. Estimate the activities honestly, and then use a contingency reserve to cover any unexpected costs 

B. Allow more time for the work by adding a buffer to every activity in the schedule 

C. Tell the team members not to worry about it, and if the schedule is wrong it's okay for the project to be late 

D. Crash the schedule 

8. Which of the following tools is used for adding buffers to a schedule? 

A. Three-point estimates 

B. Critical chain method 

C. Expertjudgment 

D. Critical path analysis 

9. What is the critical path in the activity list to the right? 

A. Start-A-B-C-Finish 

B. Start-A-D-E-F-Finish 

C. Start-G-H-I-J-Finish 

D. Start-A-B-J-Finish 

10. What is the float for activity F in the activity list to the right? 

A. 

B. 7 

C. 8 

D. 10 

11. You're managing an interior decoration project, when you find out that you need to get it done earlier than 
originally planned. You decide to fast-track the project. This means: 

A. Starting the project sooner and working overtime 

B. Assigning more people to the tasks at a greater total cost, especially for activities on the critical path 

C. Starting activities earlier and overlapping them more, which will cost more and could add risks 

D. Shortening the durations of the activities and asking people to work overtime to accommodate that. 



Name Predecessor Duration 


Start 


— 


— 


A 


Start 


6 


B 


A 


4 


C 


B 


8 


D 


A 


1 


E 


D 


1 


F 


E 


2 


G 


Start 


3 


H 


G 


3 


I 


H 


2 


J 


B, I 


3 


Finish 


R J, C 


— 
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i- Exam Questions 

12. Slack is a synonym for: 

A. Float 

B. Lag 

C. Buffer 

D. Reserve 

13. You're managing a construction project. You've decomposed work packages into activities, and 
your client needs a duration estimate for each activity that you come up with. Which of the following 
will you use for this? 

A. Milestone list 

B. Activity list 

C. Critical path analysis 

D. Project schedule network diagram 

14. What's the correct order of the Time Management planning processes? 

A. Sequence Activities, Define Activities, Estimate Activity Resources, Estimate Activity Durations, 
Develop Schedule 

B . Define Activities, Sequence Activities, Develop Schedule, Estimate Activity Resources, Estimate 
Activity Durations 

C . Define Activities, Sequence Activities, Estimate Activity Resources, Estimate Activity Durations, 
Develop Schedule 

D. Develop Schedule, Define Activities, Sequence Activities, Estimate Activity Resources, Estimate 
Activity Durations 

15. Which of the following is NOT a tool or technique used in Estimate Activity Durations? 

A. SWAG Estimation 

B. Parametric Estimation 

C. Analogous Estimation 

D. Three-Point Estimation 

16. You're managing a project to build a new project management information system. You work with 
the team to come up with an estimate of 27 weeks. In the best case, this could be shortened by two 
weeks because you can reuse a previous component. But there's a risk that a vendor delay could cause 
the project to be delayed by five weeks. Use PERT to calculate a three-point estimate for this project. 

A. 25.83 weeks 

B. 26 weeks 

C. 27.5 weeks 

D. 28.3 weeks 
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i- Exam Questions 



17. Given the network diagram below, whaf s the 


critical path? 




A. 


Start-A-B-C-End 






B. 


Start-A-D-G-End 






C. 


Start-E-D-C-End 






D. 


Start-E-F-G-End 






18. For that same network diagram below, what's 


the float for activity 


A? 


A. 


weeks 






B. 


1 week 






C. 


2 weeks 






D. 


4 weeks 






19. For that same network diagram below, what's 


the float for activity 


E? 


A. 


weeks 






B. 


1 week 






C. 


2 weeks 






D. 


4 weeks 









1 ^^ G 

F 
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i- Exam Questions 



20. You're managing a software project, when your customer informs you that a schedule change is 
necessary. Which is the BEST thing to do? 

A. Consultthe schedule management plan 

B. Notify the team and the sponsor that there's going to be a schedule change 

C . Influence the factors that cause change 

D. Refuse to make the change because there's already a schedule baseline 

21. Your company has previously run other projects similar to the one you're currently managing. What is 
the BEST way to use that information? 

A. Check the organizational process assets for lessons learned and other information about the past projects 

B. Use parametric estimation to estimate your project based on past projects' performance 

C . Start from scratch because you don't want mistakes from past projects to influence you 

D. Reuse the project management plan from a past project 

22. You're planning the schedule for a highway construction project, but the final date you came up with 
will run into the next budget year. The state comes up with capital from a reserve fund, and now you can 
increase the budget for your resources. What's the BEST way to compress the schedule? 

A. Go back to your three-point estimates and use the most optimistic ones 

B . Use the extra budget to increase your contingency reserve 

C. Hire more experts to use expert judgment so your estimates are more accurate 

D. Crash the schedule 

23. You're managing a software project. You've created the schedule, and you need to figure out which 
activities absolutely cannot slip. You've done critical path analysis, identifying the critical path and 
calculating the early start and early finish for each activity. Which activities cannot slip without making the 
project late? 

A. The ones with the biggest difference between ES and LF 

B. The activities on the critical path 

C . The activity with the most lag 

D. The last activity in the project, because it has no float 

24. You're managing a construction project. You've decomposed work packages into activities, and your 
client needs a duration estimate for each activity that you came up with. Which of the following BEST 
describes what you are doing? 

A. Evaluating each activity to figure out how much effort it will take 

B. Estimating the number of person-hours that will be required for each activity 

C . Understanding, in calendar time, how long each activity will take 

D. Estimating how many people it will take to perform each activity 
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r- Exam Qugs^igws — 




1. Answer: C 

You'll definitely get some questions that ask you about crashing and fast-tracking, and it's important to know 
the difference between them. When you crash the project, it means that you add resources to it, especially 
to the critical path. There's no real risk in doing that- in the worst-case scenario, the extra people just sit 
around!— but it does cost more. Fast-tracking means adjusting the schedule so that activities overlap. The 
same resources are doing the work, so it's not going to cost more, but it's definitely riskier, because now 
you've eliminated buffers and possibly broken some dependencies! And remember that crashing or fast- 
tracking won't always work to make the project go faster! 



2. Answer: D 

Calculating the early start (ES) of an activity isn't hard. All you need to do is look at the early finish (EF) of the 
previous activity and add one. If there's more than one predecessor, then you take the largest EF and add one. 
In this case, the predecessors to activity F are D, with an EF of 9, and E, with an EF of 12. So the ES of F is 
12 + 1 = 13. 



3. Answer: A 

It's just as easy to calculate the late finish (LF). Look at the following activity, take its LS (late start), and 
subtract one. If there's more than one following activity, use the one with the lowest LS. So for activity F in the 
question, the following activities are G, with an LS of 17, and H, with an LS of 11. So the LF of F is 11 - 1 = 10. 



4. Answer: C 

Don't let the jargon fool you! You don't need to know anything about software testing to answer this question. 
When you have two activities, and the first activity has to be timed so that it finishes before the second one 
starts, then you've got a Finish-to-Start relationship, or FS. 



5. Answer: B 



Did answer A br'*& Y»Z Ho »eed &>v 
rolling wave f Idnninf) *htn you ve yt 
tw$\\ m-Po -to define all the activities' 



This is a Which-is-next question that describes a project that's completed the Define Activities, Sequence 
Activities, Estimate Activity Resources, and Estimate Activity Durations processes. The next process in Time 
Management is Develop Schedule, which means that the next thing you do is create the schedule! 



31 6 Chapter 6 



Download at Boykma.Com 



Exam Qu£s£ftms — 



time management 



6. Answer: D 

The schedule baseline is an output of the Develop Schedule process, not an input. You should definitely 
know what goes into the schedule baseline: it's a specific version of the schedule that you set aside and 
use for comparison later on, when you want to know if the project is running late. 








I get it— we can use the 
schedule baseline the same way that we 
use the scope baseline! We take a snapshot 
of it and then save it, so we can compare the 
project's performance against it later! 



7. Answer: A 

You always want to be honest with your estimates. Every project has unknowns and risks, and there's no 
way to estimate any activity exactly! Luckily, we have tools to deal with this. You can use reserve analysis, 
a tool of Estimate Activity Durations, to come up with a contingency reserve that you can use to plan for 
these risks. 



8. Answer: B 

Critical chain method is a technique that's part of Develop Schedule that lets you figure out how to handle 
the problems that come with having limited resources. You use it to shuffle both activities and resources 
on your critical path. One important aspect of the critical chain method is that you can use it to add buffers 
to the schedule to reduce the risk of certain activities. 



9. Answer: A 

When you draw out a network diagram for the activities in the table, you end up with four paths. And you 
definitely should draw out the activity diagram for a question like this! You're allowed to use scratch paper 
on the exam, and this is one place where you should definitely do it. Of the four paths, only one has the 
longest duration: Start-A-B-C-Finish, which has a duration of 6+ 4 + 8 = 18. That's the critical path. 
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10. Answer: C 

Activity F is in the path Start-A-D-E-F-Finish. This path has a duration of 6 + 1 + 1 + 2 = 10. The float of 

an activity is the longest time it can slip before it affects the critical path. In this case, activity F can slip by 

8 without causing the path that it's on to go beyond the critical path. But any more than that, and its path 

becomes the new critical path! a ^ , .. k ? i>> n c^-l 

Pid you notide answer rV Pon t *or$et 

-tV^a-b the float o( any activity m the 

tv-itidal path is -LCco\ 

11. Answer: C 

This is the definition of fast-tracking, and you're probably getting the hang of this one by now. You may get 
a question like this, but you'll almost certainly see fast-tracking as an incorrect answer to several questions! 



12. Answer: A 

Remember that when you see "slack," it's the same thing as float. Either term could appear on the exam! 

Men a question asks what you'd use £ 
its asking you to pidk an i»put, tool, 
thats part o£ the pvodess. 



13. Answer: B 




o+ a process, 
oy tedhni^ue 



This question is asking about the Estimate Activity Durations process. Take a look at the answers- there's 
only one answer that's used in that process: you need to start with the activity list in order to do the 
estimates for the activities! The other answers are things that are inputs, tools, or techniques for other 
processes. 



14. Answer: C 

It's not hard to remember the order in which the Time Management processes are performed. If you use 
a little common sense, you can reason your way through a question like this. You need to define your 
activities before you can sequence them, you need to know who's going to be doing an activity before you 
can estimate how long it's going to take, and you need to do all of that before you can build a schedule! 

Control Schedule isn't included in the list o-f prodeses 
because i-f a schedule dhanje happens, you'll have to 

15. Answer: A ' 9° badk a * d revisit the other Tir»e Management 

processes. So it doesn't have a sPedi-f it order' 
You'll have to know the different kinds of estimating techniques for the exam. You don't necessarily have 
to be good atdoing them, but you should recognize which are which. Parametric estimating is when you 
plug values into a formula, program, or spreadsheet and get an estimate. Analogous estimating uses 
similar activities from past projects to calculate new estimates. Three-point estimating uses an optimistic, 
pessimistic, and realistic estimate. 




31 8 Chapter 6 



Download at Boykma.Com 



Exam Qu£s£ftms — 



time management 



16. Answer: C 

This question is asking you to apply the PERT three-point estimation formula: (Optimistic Time + 4 x Most Likely 
Time + Pessimistic Time) + 6. When a question gives you these values directly, it's easy. But in this case, to 
answer the question you had to figure out the values for the Optimistic Time and Pessimistic Time, which meant 
that you needed to look at the assumptions that the team was making. The most likely time was given: 27 weeks. 
The best case scenario would come in two weeks earlier, at 25 weeks, and the worst case would come in five 
weeks late, at 32 weeks. So the estimate is (25 weeks + 4 x (27 weeks) + 32 weeks) + 6 = 27.5 weeks. 




17. Answer: C 



Sometimes Wll get a ^uestio* about 
applyihj a Wula, but you'll heed 
to read the text in the ^uesf.oh to 
■Hjwre out all of the variables 



The path Start-E-D-C-End has a duration of 8 + 2 + 4 = 14, which is the longest total duration in the entire network. 



18. Answer: B 

Activity A is on three different paths: Start-A-B-C-End (13), Start-A-D-C-End (12), and Start-A-D-G-End (9). To 
calculate its float, you take the longest path's length and subtract it from the lenth of the critical path: 14-13 = 1. 



Ca* vou tWmk of Wm a <^esW 

^outadWIvask^Y^' tolook 
at a *e Wk diagram? 





19. Answer: A 

Since activity E is on the critical path, its float is zero, because the float of any activity on the critical path is zero. 



20. Answer: A 

The schedule management plan tells you how changes to the schedule are to be handled. Any time there's a 
change, the first thing you should do is consult the plan to see how it should be handled. 
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21. Answer: A 

The organizational process assets contain historical information about past projects. When you write up your 
lessons learned, or create work performance information, you store it in your company's organizational process 
asset library! Also, did you notice that answer B was the wrong definition of parametric estimation? 



22. Answer: D 

Crashing the schedule is the form of schedule compression that increases cost. This is a difficult question 
because all of the answers sound good, and one or two are a little misleading! Don't fall into the trap of 
choosing an answer because you recognize a valid tool or technique in it. Reserve analysis and three-point 
estimates are very useful techniques, but they're not the answer to this question. 



23. Answer: B 

The critical path is the path in the network diagram where any delay \ 
are the activities that cannot slip without making the project late! 



I cause a delay in the schedule. These 



24. Answer: C 

This question was really about the definition of "duration," and the key to answering it is to understand how 
duration is different from effort. The correct answer talks about "calendar time," which is what a duration is: it's a 
measurement (or estimate) of how long the activity will take in real life, taking into account the number of people 
who will be doing the work, the availability of the people and other resources, everyone's vacation time, time 
taken away from the schedule because people are pulled off of the activity to work on higher priority activities, 
and other real-world factors. That's different from effort (which is often measured in person-hours), and it's 
different from resource estimating (which involves estimating how many people and what other resources will 
be used for the activity). 
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Watching the bottom line 




Every project boils down to money, if you had 

a bigger budget, you could probably get more people to do 
your project more quickly and deliver more. That's why no 
project plan is complete until you come up with a budget. But 
no matter whether your project is big or small, and no matter 
how many resources and activities are in it, the process for 
figuring out the bottom line is always the same! 
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lounge expansion plans 



Time to expand the Head First Lounge 

The Head First Lounge is doing so well that the guys are going to 
go ahead and open another Lounge near you! They're renting a 
basement bar, and now all they need to do is renovate it. 




Charles 



These juys ovm the Head First Lo^c, 
a loddl handout Vtth ^ood tunes, 
vefresWma cli*»rs, and Wireless attess.. 
0h, and it also has a dool v/eb site! 
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The guys go overboard 



When they start planning out what to buy, they want really expensive original retro 
stuff — the biggest bar they can find, and seventies textiles for the walls, floor, and 
upholstery, plus accessories — this is going to cost a lot of money. . . 
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7 



Abu, the Head First 
Lounge's elixir mixer 
a*d project manager 
si*£e she got her 



Jeff: That bar is soooo cool! I can just imagine mixing up some 
crazy elixirs at parties! 

Alice: Look. I know you want the new Lounge to look as good 
as the original, but you only have a little spare cash to spend on 
this. That means you have a limit of $10,000. 

Charles: We should be able to get the new place looking so 
sweet with that! 

Alice: Costs can creep up on you if you don't watch what 
you're doing. The best way to handle this is to create a budget 
and check your progress against it as you go. 

Jeff: You always turn everything into a project, even mixing 
elixirs! Can't we just have fun with this? 

Alice: Not if you don't want to go into debt. 
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Introducing the cost management processes 

To make sure that they don't go over budget, Jeff, Charles, and Alice sit down 
and come up with detailed estimates of their costs. Once they have that, 
they add up the cost estimates into a budget and then they track the project 
according to that budget while the work is happening. 



m 



Estimate Costs process 



*r 



This means figuring out exactly how much you expect 
each work activity you are doing to cost. So each 
activity is estimated for its time and materials cost, and 
any other known factors that can be figured in. 






viovk- 



% 



determine Budget process 

Here's where all of the estimates are added up an d 
baselined. Once you have figured out theQ)aseline^ 
that's what all future expenditures are compared to. 



This isjus£ like the 
s Chapter 5 ^ ^ e 

sf^ulebaseW-fVo* 
Chapter i>. 




Control Costs process 

This just means tracking the (actual work 
according to the budget to see if any adjustments 
need to be made. 



Controlling tot, , ete al 
k»ow» 9 how yo * are doiw 

spared to how you thouoht 
you would do. ^ 
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What Alice Heeds before she can Estimate Costs 

Alice wants to keep the Lounge project's costs under control, and that 
starts with the Estimate Costs process. Before Alice can estimate costs, 
she needs the scope baseline. Once she knows who's doing what work, 
and how long it'll take, she can figure out how much it will cost 



m proce 



Planning 
process group 



I formation about 
the costs kr s ?* t,U 
resources make it 
possible U Mte t> 
„ake the overall tost 



□ 

Human 
Resource Plan 

Vou'll leav* more about 
this pW * Cbapter % 



Information about 
? ast tost estimates 
he l ?s ber make a move 
realistic estimate- 




TV>e*a7tbatCba<rlesa»d 

Jett keep tbeir boob 
WesivtoboxAlitex.il 
do tbeir estimates as well- 




Organizational 
Process Assets 






J 



£mw»* tbe risb tbat 

Will belp ber box box 
m uCb it Will tost- 



J 



■mmmmm) 



Enterprise 
Environmental Factors 



V '....: 



Risk Register ■ 
Updates 



ra i; ; 



Project Schedule 



The stbedule shows tbe overall 
dw ratior.o* tberrojettSbell 
need tbat to box box muth 
it'll cost- 




We'll learn 
more about 
this input in 
Cbapter II. 



The project scope 
statement lists all tbe 

objectives and tbe 
deliverables ok tbe 
project Sbe'll ? eed t» 
know tbat to %*e 

out box mutb tbe 
y,ork xill tost- 



Estimate Costs 



The work breakdown ^~ 
structure will |is£ a || y 
o+ the work packages 
that are i n & e ^ ^ 
the project That tells 
her what she needs h> 
estimate- 
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harpen your pencil 



A. Bottom-Up Estimating 

B. Analogous Estimating 
C- Expert J udgment 



You've actually seen five of the tools and techniques in the 
Estimate Costs process before. Take a look at the list of tools 
below, and try to figure out which one of them Alice is using 
when she estimates costs. Can you write down which tool is being 
used in each scenario? 

D. Parametric Estimating 

E. Three-Point Estimates 



1 . The Starbuzz across the street opened just a few 
months ago. Alice sits down with the contractor 
who did the work there and asks him to help her 
figure out how much it will cost. He takes a look at 
the equipment Charles and Jeff want to buy and 
the specs for the cabinets and seating and tells her 
what she can afford to do with the budget she has. 

Tool: 



2. Alice creates a spreadsheet with all of the 
historical information from similar remodeling 
projects that have happened on her block. She sits 
down and types in the guys' desired furnishings 
and the square footage of the room to generate an 
estimated cost. 

Tool: 



3. Before Alice finishes her schedule, she gathers all 
of the information she has about previous projects' 
costs (like how much labor and materials cost). She 
also talks to a contractor, who gives valuable input. 

Tool: 



4. Alice sits down and estimates each and every 
activity and resource that she is going to need. 
Then she adds up all of the estimates into"rolled-up" 
categories. From there she adds up the categories 
into an overall budget number. 

Tool: 



5. Jeff sets up an appointment with the same 
contractor his friend used for some remodelling 
work. The contractor comes to the house, takes a 
look at the room, and then gives an estimate for 
the work. 



Tool: 



6. Alice figures out a best case scenario, a likely 
scenerio and a worst case scenario. Then she used 
a formula to come up with an expected cost for the 
project. 



Tool: 
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Sharpen your pencil 
Solution 




Did you work out which estimating tool from Time Management 
Alice is using when she estimates costs in each of these scenarios? 



1 : B. Analogous Estimating. 
SinCe Alice is using the tof\{y dehors e*perienCe 
with a similar project "to -figure out how lonj her 
project will -take, she is assuming -that her project 
will jo like -the Starbuzz. one did- 

2: D. Parametric Estimating. 

In -this one Alide »s just applying some numbev-s 
particular "to her project "to some historical 
in-formation she has gathered -from other 
projects By\d generating Sy\ estimate -from that- 
3: C. Expert Judgment. 
Expert judgment o-f ten involves going back to 
historical in-formation about past projects ^s 
well Bs Consulting with experts or using your own 
expertise- 



4: A. Bottom-Up Estimating. 

Starting at the lowest level av\d rolling up 
estimates is bottom-up estimating. r\\\tt started 
with the activities on her schedule Bv\d rolled them 
up to Categories ^r\d -finally to a budget number. 
5: B. Analogous Estimating. 
This is another example ok asking somebody 
who has direct experience with this kind ok 
work to give Bv\ estimate- 

6: E. Three-Point Estimates 
Alice came up with the three estimates ar\d then 
per-formed the PERT calculation oy\ them. 



Analogous Estimating is 
sometimes called 'Top- 
Down Estimating" 

Take a minute and think about why * would be 
called '^op-down." When you're doing bottom 
up estimating, first you break it «**n *to 
pieces, estimate each piece, and add them up. 
Analogous estimation is the opposite: you start 
S whole project (without ^ng^ 
all) find other projects that were like it, and use 
Ihose projects to come up with a new estimate. 



328 Chapter 7 





Good question. 

Not all of the estimation techniques for cost are the 
same as the ones we used for time. Often, people only 
have a certain amount of time to devote to a project 
and a fixed amount of money too. So, it makes sense 
that some of the tools for estimating both would 
overlap. We'll learn a few new ones next. 
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Other tools and techniques used in Estimate Costs 

A lot of times you come into a project and there is already an expectation of how much 
it will cost or how much time it will take. When you make an estimate really early in 
the project and you don't know much about it, that estimate is called a Rough Order 
of Magnitude estimate. (You'll also see it called a ROM, or a ballpark estimate.) 
It's expected that it will get more refined as time goes on and you learn more about the 
project. Here are some more tools and techniques used to estimate cost: 







Sihdc -the hex-fc 
£hap-fce\r is all abou-fc 
quality you'll be 
leading a lo-fc about 
this m Chap-fcev- #. 




Project Management Estimating 
Software 

Project managers will often use specialized estimating 
software to help come up with cost estimates (like a 
spreadsheet that takes resource estimates, labor costs, 
and materials costs and performs calculations). 

Vendor Pid Analysis 

Sometimes you will need to work with an external 
contractor to get your project done. You might even 
have more than one contractor bid on the job. This 
tool is all about evaluating those bids and choosing 
the one you will go with. 

Reserve Analysis 

You need to set aside some money for cost overruns. 
If you know that your project has a risk of something 
expensive happening, better to have some cash laying 
around to deal with it. Reserve analysis means putting 
some cash away just in case. 



Cost of Quality 

You will need to figure the cost of all of your quality- 
related activities into the overall budget, too. Since 
it's cheaper to find bugs earlier in the project than 
later, there are always quality costs associated with 
everything your project produces. Cost of Quality is 
just a way of tracking the cost of those activities. 



This esti^e ls R£ft LL y 
ntfto got a »** of 

't ttj be a-ywhere &w 

^ f ^ *^/ So you o*|y 
©* tie project 3 



You'll see -tWis m atW 
Yihen we look ^ v'isk 
management mCteoteir II- 



Cost of Quality 
is now muck 
money it takes 
to do the project 
right. 



Download at Boykma.Com 



you are here > 



329 



budget numbers 



Let's talk numbers 



There are a few numbers that will appear on the test as definitions. You 
won't need to calculate these, but you should know what each term means. 



Benefit cost ratio (BCR) 

This is the amount of money a project is going to make versus 
how much it will cost to build it. Generally, if the benefit is 
higher than the cost, the project is a good investment. 




You'll get e*a™ •pcsbcms 
asking you -bo use bCK 
or H?V to *"*? are t*» 
promts. TV* higher these 
numbers are, the better! 



Money you'll get in three years is*'* 
worth as r» U £h to you as money youVe 
get^ng today. MV takes the 4i»e 
value o+ money into Consideration, 
so you dah pidk the project with the 
best value in todays dollars. 



Wet present value (NPV) 

This is the actual value at a given time of the project minus all of the 
costs associated with it. This includes the time it takes to build it and 
labor as well as materials. People calculate this number to see if it's 
worth doing a project. 



Opportunity cost 

When an organization has to choose between two projects, 
they are always giving up the money they would have made on 
the one they don't do. That's called opportunity cost. It's the 
money you don't get because you chose not to do a project. 



|Jf a projedt will *ake your Company 
j I SOflOO, the* the opportunity tosk 
of selecting another project instead 
is f 1 50,000 because that's ho*/ muth 

your ton? 3*y' s m,ssm 9 ou "k °* ^Y *°"k 
doing the project. 



Internal rate of return 

This is the amount of money the project will return to the company 
that is funding it. It's how much money a project is making the 
company. It's usually expressed as a percentage of the funding that 
has been allocated to it. 



Depreciation 

This is the rate at which your project loses value over time. So, 
if you are building a project that will only be marketable at a 
high price for a short period of time, the product loses value as 
time goes on. 

Lifecycle costing 

Before you get started on a project, it's really useful to figure out how 
much you expect it to cost — not just to develop, but to support the 
product once it's in place and being used by the customer. 
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+ WHAT* **V 


-*- 


Match each scenario to the cost numbers that Alice is using in each one. 


1. Alice does such a good job planning out her 
entertainment center remodeling that the Smiths 
down the street ask if they can have her help with 
their home theater upgrade. Since she is too busy 
doing the work on the lounge, she has to say no. 
Rob Smith says, "That's a shame, we were willing 
to pay $1,000 to someone to help us out with this." 


A- Opportunity cost 


2. The minute the TV gets installed, Alice starts 
inviting all of her friends over to the lounge to 
watch the games on the weekend. She charges a 
$2 cover charge for her football Saturdays and has 
been clearing about $20 per week even though the 
room isn't finished. 


B. Benefit cost ratio 


3. Even though the system she is currently 
installing is state of the art, Alice knows that 
within a year or so it will be on sale for half as 
much as she is paying now. 


C. internal rate o£ return 


4. Alice wants to figure out how much the project 
is worth so far. So she adds up the value of all of 
the materials she has used and subtracts the labor 
and any depreciation that needs to be accounted 
for. The number she ends up with gives the value 
of the overall project right now. 


D. Depreciation 


5. Before Jeff and Charles decided to do the 
remodeling, they compared how much the project 
was going to cost to how much good they thought 
it would do for them. 


E. islet Present Value 




9-£ 'T-t 'a-£ 'O-S V-l :sj3msu V 
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Now Alice knows how much the Lounge will cost 

Once you've applied all of the tools in this process, you'll get an estimate for how 
much your project will cost. It's always important to keep all of your supporting 
estimate information, too. That way, you know the assumptions you made when 
you were coming up with your numbers. 



Outputs 




Activity Cost Estimates 



This is the cost estimate for all of the activities in your activity list. It 
takes into account resource rates and estimated duration of 
the activities. 



Lffi 

Activity Cost 
Estimates 



Pasis of Cost Estimates 

Just like the WBS has a WBS Dictionary, and the Activity List has 
Activity Attributes, the cost estimate has supporting detail called the 
Basis of Cost Estimates. Here is where you list out all of the 

rates and reasoning you have used to come to the numbers you are 
presenting in your estimates. 

Updates to Project Pocuwewts 

Along the way, you might find that you need to change the way you 
measure and manage cost. These updates allow you to make changes 
to the Project Management Plan to deal with those improvements. 




Basis of Cost 
Estimates 




Project Document 
Updates 



Requested changes 



As you figure out how much the activities will cost, you may realize 
that the scope or schedule or risk register or anything else you have 
baselined needs to change. When that happens, you need to create a 
change request and send it through the change control system. 




Change 
Request 



A^J*l**kk*J 




Once Alice has an estimate of the project's 


cost, what should she do with that information? 
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lounge conversation 




Jeff: OK, how do we start? There are a lot of things to 
buy here. 



Alice: We already have your savings, and the rest will 
come in July at the end of the quarter. The Lounge is 
having another great year, so the profits are pretty good. 
Your savings are around $4,000 and the profits will 
probably be closer to $6,000. That's definitely enough 
money to work with. 

Charles: Well the furniture I want isn't back in stock 
until June. 

Alice: OK, so we have to time our costs so that they're in 
line with our cash flow 

Jeff: Oh! I see. So we can start building now, but we'll 
still have money in June and July when the furniture 
comes in. Perfect. 
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after you estimate you build a budget 

The Peterwme Podget process 

Once Alice has cost estimates for each activity, she's ready to put a budget 
together. The she does that using the Determine Budget process. Here's 
where you take the estimates that you came up with and build a budget out of 
them. You'll build on the Activity Cost Estimates and Basis of Cost Estimate 
that you came up with in Estimate Costs. 



m procc 



Planning 
process group 




Estimate Costs 







Basis of Cost 
Estimate 



Activity Cost 
Estimates 



The huo r»a'm 
outf u"b Worn 
Estimate Costs h*r* 
m-fco the mfu-b -for 
PetevWrne Budget 
because you build 
youv budget based 
o* the activity 
estimates. 




You use tke 
outputs from 
tke last process 
wkere you created 
estimates as 
inputs to tkis 
one. Now you can 
build your kudgfet. 



UJ 



Determine Budget 
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What you heed to build your budget 

The inputs to Determine Budget are largely the same ones that you saw 
in Estimate Costs, with the notable additions of Activity Cost Estimates 
and Basis of Cost Estimate. 



^ 




cost management 



l( youVe do'mj wov-k -that's been 
Cov\bratitd, -then youv- to^h-ad 
will have i>vPo\rr*a-tioK (like -fees ov- 
raics) -thai you'll need -to -take 
irrto adouivt. You'll leav-n all about 
tonbratis m Chaf-tev- 1Z. 



i 



Basis of Estimates 



Activity Cost 
Estimates 



Organizational 
Process Assets 



i 



Contracts 



.: 


ft 






























* 


« 


4 


I 





















Project Schedule 




Determine Budget 



you are here ► 



335 



Download at Boykma.Com 



build your budget 



Petermme budget: how to build a budget 



"N§ 



O Roll up your estimates into 
control accounts 

This tool is called cost aggregation. You 

take your activity estimates and roll them 
up into control accounts on your Work 
Breakdown Structure. That makes it easy 
for you to know what each work package 
in your project is going to cost. 



Outputs 





Q Come up with your reserves 

When you evaluate the risks to your 
project, you will set aside some cash 
reserves to deal with any issues that 
might come your way. 




Build a baseline 

Just like your scope and schedule baselines, a Cost Performance 
Baseline is a snapshot of the planned budget. You compare your 
actual performance against the baseline so you always know how 
you are doing versus what you planned. 



$ 



-' 
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Your company's management plans for project overruns! 

Just because you plan out a budget in your Cost Performance Baseline, that doesn't mean your project is 
100% guaranteed to fall inside that budget. It's common for a company to have a standard policy for keeping 
a management reserve to cover unexpected, unplanned costs. When you need to get your project funded, 
that funding has to cover both the budget in your Cost Performance Baseline and the management reserve. 



^ Use your expert judgment 

Here's where you compare your project to 
historical data that has been collected on 
other projects to give your budget some 
grounding in real-world experience, and you 
use your own expertise and the expertise of 
others to come up with a realistic budget to 
cover your project's costs. 




*) 



It's tvue that *ot everybody has 
autss -to historical data to do a 
the* like this. But, &r the purposes 
of the test, you need to k»o*/ that 
it's a tool -for making youv budget 
attuv-ate. 



Make sure you haven't 
blown your limits 

This tool is Funding Limit 
Reconciliation. Since most people 
work in companies that aren't willing 
to throw unlimited money at a project, 
you need to be sure that you can do the 
project within the amount that your 
company is willing to spend. 

out what ^dojt^ldbethat 
*""H l^ ^ bc .J the 



Q Figure out funding 
requirements 



It's not enough to have an overall 
number that everyone can agree to. You 
need to plan out how and when you will 
spend it, and document those plans in 
the project funding requirements. 
This output is about figuring out how 
you will make sure your project has 
money when it's needed, and that you 
have enough to cover unexpected risks as 
well as known cost increases that change 
with time. 




So these ve<\uiv-er*ents 
need to £ovev both 
the budget and the 
management reserve- 



Update your project 
documents 

Once you have estimated and 
produced your baseline and funding 
requirements, you need to update your 
cost management plan with anything you 
learned along the way. 
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no dumb questions 



ExettciSe 



What tool or technique is Alice using to build the budget? 



1. Alice reads a newspaper article that says that there has been a sharp increase in lumber costs recently. She knows 
this wasn't in her contractor's original plan and decides to put a few hundred dollars aside to deal with the price hike if it 
should happen. 

I | Parametric estimating Q Reserve Analysis Q Cost aggregation Q Funding Limit Reconciliation 

2. J eff helps Alice add up all of the estimates they have done into control accounts so that they can figure out how 
much the stereo installation is going to cost versus the entertainment center building. 

| | Parametric estimating Q Reserve Analysis Q Cost aggregation Q Funding Limit Reconciliation 

3. Once the budget is close to done, Alice looks over their financial plans for the year to be sure that they can afford 
everything at the time that it is needed. 

I | Parametric estimating Q Reserve Analysis Q Cost aggregation Q Funding Limit Reconciliation 

uoijBiipuooey jiLun euipunj ■£ uo!}e6aj66e}S03 7 S|sA|eu\/ 9aj9S9>j "i :sj9msu\/ 



^ 



BULLET POINTS: AIMING FOR THE EXAM 



Parametric Estimation is used 
in Estimate Costs and Determine 
Budget. 

Cost Aggregation is rolling up 
costs from the work package level 
to the control account level so that 
the numbers can be followed down 
through the WBS hierarchy. 

Control Accounts are high- 
level WBS items that are used 
to track cost estimates. They do 
not represent activities or work 
packages. They representee cost 
of the work packages and activities 
that appear under them in the WBS . 



The main output of Estimate 
Costs is the Activity Cost Estimate 
and the Basis of Cost Estimate. 
The main output of Determine 
Budget is the Cost Performance 
Baseline and Project Funding 
Requirements. 

You will get questions on the exam 
asking you to select between 
projects using Net Present Value 
(NPV)orBenefitCostRatio 

(BCR). Always choose the project 
with the biggest NPV or BCR! 

Lifecycle Costing means 
estimating the money it will take 
to support your product or service 
when it has been released. 



Rough Order of Magnitude 
Estimation is estimating with very 
little accuracy at the beginning 
of a project and then refining the 
estimate overtime. It's got a range 
of-50%to+50%. 

A Management Reserve is money 
set aside to cover unplanned, 
unexpected costs. Your project's 
funding requirements need to 
cover both the budget in the Cost 
Performance Baseline and the 
management reserve. 
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V^/ Isn't it enough to know my project's 
scope and schedule, and then trust the 
budget to come out all right? 

r\i Even if you don't have a strict budget 
to work within, it makes sense to estimate 
your costs. Knowing your costs means 
that you have a good idea of the value of 
your project all the time. That means you 
will always know the impact (in dollars) 
of the decisions you make along the way. 
Sometimes understanding the value of your 
project will help you to make decisions that 
will keep your project healthier. 

Many of us do have to work within a set of 
cost expectations from our project sponsors. 
The only way to know if you are meeting 
those expectations is to track your project 
against the original estimates. 

It might seem like fluff. But knowing how 
much you are spending will help you relate 
to your sponsor's expectations much better 
as well. 

VL # In my job I am just handed a 
budget. How does estimating help me? 

r\. In the course of estimating, you might 
find that the budget you have been given is 
not realistic. Better to know that while you're 
planning, before you get too far into the 
project work than later. 

You can present your findings to the sponsor 
and take corrective action right away if your 
estimate comes in pretty far off target. Your 
sponsor and your project team will thank you 
for it. 



Take a mmu-fce -to -fchihk about what 
"value" \rcally means. How docs the 
sponsor know i£ he's getting his r»o*ey s 
worth hal-f way through the project? 
Is there a* easy way you £a* jive the 
sponsor that ih-formatioh? 



tWei^re no 

Dumb Questions 

X/ What if I don't have all of this 
information and I am supposed to give a 
ballpark estimate? 

r\. This is where those rough order of 
magnitude estimates come in. That's just 
a fancy way of saying you take your best 
guess, knowing that it's probably inaccurate, 
and you let everybody know that you will be 
revising your estimates as you know more 
and more about the project. 

V£/ My company needs to handle 
maintenance of projects after we release 
them. How do you estimate for that? 

r\. That's called lifecycle costing. The way 
you handle it is just like you handle every 
other estimate. You sit down and try to think 
of all of the activities and resources involved 
in maintenance, and project the cost. Once 
you have an estimate, you present it along 
with the estimate for initially building the 
product or service. 

V£/ I still don't get Net Present Value. 
What do I use it for? 

r\. The whole idea behind Net Present 
Value is that you can figure out which of 
two projects is more valuable to you. Every 
project has a value- if your sponsor's 
spending money on it, then you'd better 
deliver something worth at least that much 
to him! That's why NPV is figured out by 
coming up with how much a project will be 
worth, and then subtracting how much it will 
cost. But for the exam, all you really need 
to remember are two things: net present 
value has the cost of the project built into 
it, and if you need to use NPV to select one 
of several projects, always choose the one 
with the biggest NPV. That's not hard to 
remember, because you're just choosing the 
one with the most value! 



cost management 



V^/ Hold on just a minute. Can we go 
back to the Rough Order of Magnitude 
estimate? I remember from my math 
classes that an order of magnitude 
has something to do with a fixed ratio. 
Wouldn't -50% to +100% make more 
sense as an order of magnitude? 

r\. Yes, it's true that in science, math, 
statistics, or engineering, an order of 
magnitude typically involves a series of 
magnitudes increasing by a fixed ratio. So 
if an order of magnitude down is 50%, then 
you'd typically maintain that same 2:1 ratio 
between orders of magnitude, so the next 
order of magnitude higher would be 100%. 

However, if you checkthe PMBOK® Guide, 
it defines it as follows: "... a project in the 
initiation phase could have a rough order of 
magnitude (ROM) estimate in the range of 
±50%." [PMBOK® Guide, 4th Edition, pl68] 
Since that's the definition in the PMBOK® 
G uide, that's what to remember for the exam. 



Estimate Costs is just 
like Estimate Activity 
Durations. You get 
tke cost estimate and 
tke kasis of tke cost 
estimate, updates 
to tke plan, and 
requested ckangfes 
wken you are done. 
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A- 



Question Clinic: The Red Herring 



\ 



/v 





Sometimes a question will give you 
a lot of extra information that you don't need. 
It'll include a rambling story or a bunch of 
extra numbers that are irrelevant. 



Did you read that whole 
paragraph, only to find 
out the <\ues-fcioh had 
nothing to do with it? 




until week 10 of the project Y^ur bu^« ^ W "' not be availa °'e 

and you have met wM, y 0ur SwSS ' T d ° CUmentis com P'^ 

manage^aronowaskinVyouto^ 

company has done four other „ic,hwTl P ^ a " 6St,mate - Your 

one, and you have dJ^SETT "* Similar to thls 

costs of those previous projecb y ° Ur 6St,mate b V "ookhg atthe 

P^us"! ^ 46 inV °^ S COm ^ ^ur projectto a 

A. ^Parametric y ou oyv |y »eeded to read 

Analogous) < .tWis se»te*<* -to get 

l5to^ ti^ answer vio>t 

Rough Order of Magnitude 



When you see a Red Herring question, 
your job is to figure out what part of it is 
relevant and what's included just to distract you. 
It seems tricky, but it's actually pretty easy 
once you get the hang of it. 



o 



Red Herring 
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Fill in the blanks to come up with your own Red Herring question! 

You are managing a project. 

(fetid ©ip©jecf) 

You have , T , , at your disposal, with , . . Your 

(ele&crite I tes©urcej (fr©w flrif resource |s resfr}cfe4j 

_^ contains . The 

(£t]*r©jecf a©cutnenf) 0©tnefjijtig fftfif a©cutnenf w©u]<i c©nftjn) (^f<^tnetnfc>e£) 

alerts you that and suggests . 

(^©bjem j|S{ &cfed y©ur ]>r©jeci) (4 suggest s©|ug©ti) 

? 
5 ^e«sfi©ti v^guejy rejafe^ fe ©tie ©£ (f^ flings in Uie^^^Ii aWeJ 

A. 

(wr©ng answer) 

B. 

(Mcjjjy wr©ng Si%^) 

C. 

(c©rtecf wiwerj 

(tjc[}cii|©iis|y wr©tig snswej) 




3oin the ftead first Pt\P community at http://vww.headfirstlabs.com/PMP 

m 1 You can add your ftead Libs answer, and see v/hat ftead Libs other project managers 
^^^ came up with! 

'V 'V 
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handling change 



The Control Costs process is a lot like schedule control 

When something unexpected comes up, you need to understand its impact on 
your budget and make sure that you react in the best way for your project. Just 
like changes can cause delays in the schedule, they can also cause cost overruns. 
The Control Costs process is all about knowing how you are doing 
compared to your plan and making adjustments when necessary. 




Monitoring 
fr Controlling 
process group 









Given what you already know about controlling your scope and schedule, 
how would you handle this problem? 
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cost management 



Sharpen your pencil 




Using what you already know about the Control Scope and Control Schedule 
processes, can you take a guess at what each of these inputs will be used for? 




Project funding 
requirements 




Remember the Cost 
Ma^a^e^ent Pla*? It's 
the sub-f la* that you 
built badk m -the Develop 
Pv-ojett Mana^e^ent Pla* 
fvodess. 




Cost Management 
Plan 



<r 




Work Performance 
Information 




Performance 
reports 
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could you figure out the inputs? 

Jrirpoi your pencil 
Solution 




*r 




Using what you already know about the Control Scope and 
Control Schedule processes, can you take a guess at what each of 
these inputs will be used for? 



The dost ferWa.Kde baselme 

actual 'fevlormanfie mWmation to. 

TKi's Vs the ' amount you Wa?tcd. . . . 

&:'fa'i\wjp ttat need to. be., 
made* to* the ' Wd$et »eed jx> >c 
Wdc'fc'UVsTiascjwjC: 





Project funding 
requirements 



. Q* .top . af the . baseline .dost, . you. ha.ve . 

. a .<Wed. sorwe. yeseyyes to .deal . with 

. k*?°wK risks. You've also spread your 
. ^djet °*i>. so. that, .you always .have. 
. *°*?.y. *h*?. .y?. u . .»«<* .'t Chafes, to 




Cost Management 
Plan 



You may -Pmd that you need 
'■KdKahje the'PAf 'Plaii'aiid 
its dost management sub-pla^ 

' as a' result b^ ' ihfer'm'atioh " " 
dbmi'hj' tr'om your projedt- So, 

ybull' heed' to' evaluate ybur ' 

Work' pe\r?6\rmahde m-Pbr'matibh 
' ih' 'relation' to' it 



This is the adtual.data. .be.^.ae^erated 
"by your jj voje'dt- It. tells hoy/ are v?* 
'sfe*&£ your 'budget ri^ht »o^ You II 
Veed tVis in&rmation tt «af« . ou .V. l * 
you need'-to' make ^y 4 a .^. cs .^°. S ^ 
ori'tradt' 



Work Performance 
Information 







Performance 
reports 
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A few new tools and techniques 

The tools in Control Costs are all about helping you figure out where 
to make changes so you don't overrun your budget. 



Earned Value Management 

Here's where you measure how your project is 
doing compared to the plan. This involves using the 
earned value formulas to assess your project. 



You II leav-n wioTrabou-t i\\t 

.formulas \»jyAsi a &*/ pays! 



Project Management Software 

You can use software packages to track your budget 
and make it easier to know where you might run 
into trouble. 



To-Complete Performance Index 

The to-complete performance index (TCPI) is 
a calculation that you can use to help you figure 
out how well your project needs to perform in the 
future in order to stay on budget. 

You'll leav-K mov-c 
about TCPI, V 

Performance Reviews 

Reviews are meetings where the project team 
reviews performance data to examine the variance 
between actual performance and the baseline. 
Earned value management is used to calculate and 
track the variance. Over time, these meetings are a 
good place to look into trends in the data. 



Forecasting 

Use the information you have about the project 
right now to predict how close it will come to 
its goals if it keeps going the way it has been. 
Forecasting uses some earned value numbers to 
help you come up with preventative and corrective 
actions that can keep your project on the right track. 



Variance Analysis 



Throughout your project, you are looking at how 
you are doing as compared to your plan. The 
variance between planned and actual performance 
needs to be carefully analyzed so you can head off 
problems before they make your project go 
over budget. 



Forecasting and performance 
measurement are very 
important! You use tkem to 
find tke ckangfes you need to 
make in your project. 
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calculating your budget 



Look at the schedule to figure out your budget 

The tools in Control Costs are all about helping you figure out 
where to make changes so you don't overrun your budget. 






$10,000 



budget at completion (PAC) 



How much money are you planning on spending on your project? 
Once you add up all of the costs for every activity and resource, 
you'll get a final number... and that's the total project budget. If 
you only have a certain amount of money to spend, you'd better 
make sure that you haven't gone over! 
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How to calculate Planned Value 




0*tt you -f \OjjS-t "tV^is oui, 
you tav\ -f i^uv-c out youv- 
pv-ojed-b's plarmed value- 



cost management 



If you look at your schedule and see that you're supposed to have done a certain 
percentage of the work, then that's the percent of the total budget that you've "earned" so 
far. This value is known as Planned Value. Here's how you calculate it. 



mm First, write down your 

&AC— budget At Completion 

This is the first number you think q/'when you work on 
your project costs. It's the total budget that you have for 
your project — how much you plan to spend on your project. 



*AC x 



TV a^ "BAC" should „ake 
•*"?-** tie budget you. 



(^9 Then multiply that by your 

Planned % Complete 



If the schedule says that your team should have done 300 hours 
of work so far, and they will work a total of 1,000 hours on the 
project, then your Planned % Complete is 30%. 



%S% The resulting number is your 

PY— Planned Value 

This is how much of your budget you planned on using so far. 
If the BAG is $200,000, and the schedule says your Planned % 
Complete is 30%, then the Planned Value is $200,000 x 30% = 
$60,000. 



*AC x 



Planned % 
Complete 

Placed % Cornicle is easy -bo work 
o^i, as it's jus-b the daldulaW 
6\mv\ d*»o\AY\{, 4- Total amount 



&AC x 



Planned % 
Complete 



PY 



*AC x 



Planned % 
Complete 



PY 



PY * *AC x 



Planned % 
Complete 



■v 



^*ay also see the Placed \/alue 
WiJa Hipped avouhd a*d witteh 
with the ?V out &-<>*i but it's 
exactly the saw (<*-^\ a . 
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exercises are very fun 




en your pencil 



Now it's your turn! See if you can figure out BAC and PV 
for a typical project. 



1 . You're managing a project to install 200 windows in a new skyscraper and need to figure out your budget. 
Each week of the project costs the same: your team members are paid a total of $4,000 every week, and you 
need $1,000 worth of parts each week to do the work. If the project is scheduled to last 16 weeks, what's 
the BAC for the project? 



BAC: 



2. What will the Planned % Complete be four weeks into the project? 

This is -the pavt -that takes some 

-thinking How do you know what 

% you ave thvoujh the fvojcdt? 

3. What should the PV be four weeks into the project? 



£ven though we ave at "the 
beginning of the pvojedt now, 
we dan still -fijuve o*i what 
•the PV will be in W weeks. 



Planned % Complete = 



PV = 



► i^iSwersonpage372. 




Wot yet, it doesn't. 

But wouldn't be nice if, when your schedule said you 
were supposed to be 37.5% complete with the work, 
then you knew that you'd actually spent 37.5% of 
your budget? 

Well, in the real world things don't always work like that, 
but there are ways to work out — approximately — how 
far on (or off) track your budget actually is. 
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Earned Value tells you how you're doing 

When Alice wants to track how her project is doing versus the budget, she 
uses Earned Value. This is a technique where you figure out how much 
of your project's value has been delivered to the customer so far. You can do 
this by comparing the value of what your schedule says you should have 
delivered against the value of what you actually delivered. 



The schedule says we shou | d 
have delved tW,s by h0 w... 




Today is May 14 




Your schedule 
tells you a lot 
about where you 
are supposed to 
be right now. 



... tat we o«ly delivered this- 





• $2,200 



• $1650 



The actual cost oi this project on May 14th is ftl,650. 
The planned value was $2,200 . 
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How to calculate Earned Value 

If you could estimate each activity exactly, every single time, you wouldn't 
need Earned Value. Your schedule would always be perfectly accurate, 
and you would always be exactly on budget. 

But you know that real projects don't really work that way! That's why 
Earned Value is so useful — it helps you put a number on how far off 
track your project actually is. And that can be a really powerful tool for 
evaluating your progress and reporting your results. Here's how you 
calculate it. 



^h First, write down your 

&AC— budget At Completion 

Remember, this is the total budget that you have for your project. 



When you do work, you convert 
the money your sponsor invests 
in your project into value. So, 
Earned Value is about how 
much work you have been 
able to accomplish with the 
money you've been given. 
When you calculate Earned 
Value, you're showing your 
sponsor how much value that 
investment has earned. 



*AC x 



^^ Then multiply that by your 

Actual % Complete 



Say the schedule says that your team should have done 300 
hours of work so far, out of a total of 1,000. But you talk to your 
team and find out they actually completed 35% of the work. 
That means the actual % complete is 35%. 



C% The resulting number is your 

EV— Earned Value 



This figure tells you how much your project actually earned. 
Every hour that each team member works adds value to the 
project. You can figure it out by taking the percentage of the 
hours that the team has actually worked and multiplying it by 
the BAG. If the total cost of the project is $200,000, then the 
Earned Value is $200,000 x 35% = $70,000. 



*AC x 




Actual % 
Complete 



|* you, tea*. adWIy yt W% °* tte j*k 
doi «»** tKe schedule says »*1 s ^ , 7 
Kave »otte« *>% <*<»*> &* "*?•* ***** 



*AC x 



Actual % 
Complete 



EY 



M»», you „i 9 ht see & e UykA Value y 

Wub Hipped a r 0MW , ahd ^^ 

wiihtheE\/ou-t^ibui^e«,be,, 
'tsexadJythesaH.e&^ula. 

EV . MC x A*" 1 * 
Complete 
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A^JfclfrAA** 






What's the difference between Actual Cost and Planned Value? What 
does it mean if your AC is bigger than your PV? What if it's smaller? 



This is a harder problem to 
solve tha* it seems! Take a 
minute and really think about 
it be-fore you turn the p a$e. 



You II be doi*9 a lot of daldulations in a minute- 
The best way to approadh any daldulation is 
to understand what it's -for and why you use 
it- So before you <\o oh, <ko and $rab a tup o-f 
do-f-fee and think tor a -few minutes about the 
the di-f-ferende between BAC and PV- Also, how 
do you dompute Adtual % Complete o^ a real 
projedt? Poin^ that will really help you $et 
these ideas -firmly embedded into your brainf 
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the sponsor's perspective 



Put yourself in someone else's shoes 

Earned Value is one of the most difficult concepts that you need 
to understand for the PMP exam. The reason it's so confusing for 
so many people is that these calculations seem a little weird and 
arbitrary to a lot of project managers. 

But they make a lot more sense if you think about your 
project the way your sponsor thinks about it. If you put 

yourself into the sponsor's shoes, you'll see that this stuff actually 
makes sense! 



Let's say you're an executive: 

You're making a decision to spend $300,000 < 
of your company's money on a project. To 
a project manager, that's a project's budget. 
But to you, the sponsor, that's $300,000 of 
value you expect to get! 



That's the total 
"budgciov-ihcBAC 



Think about 
Earned Value 
irom the 
sponsor's 
perspective. 
It all makes 
a lot more 
sense then. 



So how much value is the project delivering? 

If you're the sponsor, you're thinking about the 
bottom line. And that bottom line is whether or 
not you're getting your money's worth from the 
project. If the team's don e 50% of the work , then 
you've gotten $150 T 000 of value so far . 

But if the schedule says that they should have 
done 60% of the work by now, then you're 
getting less value than you were promised! 

7 

I The sponsor dots* t tart as 

J mu£h about how you spend the 

^ — ' budget tte just wants to get 
the most value -Cor his money' 




l-f you put the value in dollar terms, 
your sponsor knows what return he's 
getting -for his investment 

That's Earned Value-it's 
based oy\ how mudh work 
the team actually did- 



Look ai the schedule io -figure 
out how mu£h value you planned 
h> deliver {x> your sponsor. 
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arpen your pencil 



Let's get back to that 1 6-week project from page 348. 
In the last exercise you figured out what the project should look like 
by using planned value. Now you can use Earned Value to figure out 
if your project is really going the way you planned. 

1 . Fast forward four weeks into the project installing those 200 skyscraper windows. Fill in the BAC and PV you 
figured out before. (Check your answer at the top of page 372 to make sure you got it right!) 

Fijure out the actual % Coptic by 



BAC: 



PV = 



dividing the actual wov-k done into 
"to-tal amount youVe planning ok 

2. You've checked with your team, but they have bad news. The schedule says they were supposed to have 
installed 50 windows by now, but they only installed 40. Can you figure out the actual % complete? 



S "^ divi 



Actual % Complete = 



^- 



Fill in -the number o£ windows -the -team's actually installed 



Fill in -the -to-tal number o( windows -thai will be installed 
3. What should the Earned Value be right now? ovev- -the Course of -the Pvoiedt 



EV= x 

Fill in the BAC 3 ]( ^^ Fill in the Actual % Complete 

4. Look at the planned value, and then look at the Earned Value. Are you delivering all the value you planned 

on delivering? 



□ Yes 



□ No 



j^iSwersonpage372. 





You can definitely use them to track the schedule 
and budget on smaller projects. 

But once your projects start getting more complex, your formulas 
are going to need to take into account that you've got several people 
all doing different activities, and that could make it harder to track 
whether you're ahead of schedule or over budget. 

So now that you know how to calculate PV and EV, they're all you 
need to stay on top of everything. . . What are you waiting for? Flip 
the page to find out how! 
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are you on schedule? 

Is your project behind or ahead of schedule? 

Figuring out if you're on track in a small project with just a few people is easy. But 
what if you have dozens or hundreds of people doing lots of different activities? And 
what if some of them are on track, some are ahead of schedule, and some of them 
are behind? It starts to get hard to even figure out whether you're meeting your goals. 

Wouldn't it be great if there were an easy way to figure out if you're ahead or 
behind schedule? Well, good news: that's exactly what earned value is used for! 



Schedule Performance Index (SPI) 

If you want to know whether you're ahead of or behind 
schedule, use SPIs. The key to using this is that when 
you're ahead of schedule, you've earned more value 
than planned! So EV will be bigger than PV. 

To work out your SPI, you just divide your EV by your PV 




|jf £p| is yrtaitr tte* 
one, that means E\/ «s } 

b-, M crthanPV,soYou« 
ahead <£ schedule! 



l-f SP| is less tha* o*e, -the* y ou Ve 
behind schedule bemuse the ar»ou*t 
youve actually worked IBV) is less 
tha* what you'd placed flV). 



Schedule Variance (SY) 

It's easy to see how variance works. The bigger the 
difference between zvhatyou planned and zvhat 
you actually earned, the bigger the variance. 

So, if you want to know how much ahead or behind 
schedule you are, just subtract PV from EV 



IfeeJber, U to «-*'« *"**> 
«e *ea*« tW.s m dollars... 



SY * EY - PV 




... so i-f the va\ria*£e is positive, it tells 
you exactly how r*a*y dollars youVe 
ahead, l-f it's negative, it tells you how 
r*a*y dollars youVe behind. 




Don't get freaked out by the thought of all these formulas. 

They're really not very complex. All you need to remember is that 
they all use EV and PV in different ways. Once you've learned how 
EV and PV interact in each one, you're golden! 
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en your pencil 



Meanwhile, back in the Lounge, Alice is working out if the project's 
coming in on schedule and on budget. Here are the steps she's taking 
and her notes. She was called away, so it's up to you to work out 
whether the guys need to push the schedule. 



Start with the schedule and budget. Figure out how much work you planned, how 
much the team has done, and the total budget (BAC). 

Jeff and Charles have a totgjbodgst of |10000^ 

and they're current ly halfway throug h the schedule. p(amed % c0ry]p | e f e , 



§^% Figure out PV. Multiply the BAC by the percentage of the work that your schedule 
^^ says the team should have worked so far to get the planned value. 

So their planned valae is? DKr x P lanned ° /o 

pw = BAC x Complete 

?V = $ x_% = £_ rv 

§±% Figure out EV. This is the part that actually takes some thinking! You need to figure 
^^ out what percentage of work the team has actually done. Once you have that, 
multiply it with the BAC to find the Earned Value. 

Uh-oh! On a closer look, it seems they've really only gotten H0% of the 

work done. a . , , 0/ 

EV " BAC x r Actad /° 
BV = $ x =J Complete 



£% Now you can calculate SPI and SV. Once you've figured out EV and PV, you can do 
^^ the calculations. 

Now that yoo have the EV and PV, yoQ can tell Jeff and Charles if they're 
getting their money's worth/ 

spH "l =B w=$ -$_ ^$ 

Cm How's the schedule looking? What do all these figures tell us? 

So are we ahead of schedule or behind it? 
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are you on budget? 



Arc you over budget? 



You can do the same thing for your budget that you can 
do for your schedule. The calculations are almost exactly 
the same, except instead of using Planned Value — which 
tells you how much work the schedule says you should 
have done so far — you use Actual Cost (AG). That's the 
amount of money that you've spent so far on the project. 

that's bee* do»e,*A«le AC teUs 




Cost Performance Index (CPU 

If you want to know whether you're over or 
under budget, use GPL 

Cost Variance (CY) 



CPI 



AC 



Measuring 
your cost 
difference in 
dollars is 
easy, but 

what if your schedule 

variance is negative? 

A lot of people worry about that, 
but it's actually not bad. Planned 
Value just means that you planned 
on delivering a certain amount of 
value to your sponsor at a certain 
time. An SV of, say, -$5,000, tells 
you that you haven't delivered all 
the value you promised. 



This tells you the difference between what you 
planned on spending and what you actually spent. 

So, if you want to know how much under or over 
budget you are, just take AG away from EV 

To-Cowplete Performance Index (TCPI) 



This tells you how well your project will need to perform to stay 
on budget. 

»A(MM 

tcpi 



CY * EV - AC 




(&AC-AC) 



Remember what CM "*** to the s ? o»sor- 
W savs ho* *** of the total value o+ 
" the pvUi* has bee, earned bade so , tar. 
|Jp 0/ is *e*atWe, the* hes not ytt** 
good value for his money. 



We'll talk about this m 
just a -few pages... 



You're within your budget if... 

CPI is greater than or equal to 1 and CV 
is positive. When this happens, your actual 
costs are less than Earned Value, which 
means the project is delivering more value 
than it costs. 



Now H'xtt ta* take a look at the Louie's t\\tt 
figures out that she spent /5/750 ok the proja 

CPI = frfiOO -§- /S,750 = OM\k 



You've blown your budget if... 

CPI is less than 1 and CV is negative. 

When your actual costs are more than earned 
value, that means that your sponsor is not 
getting his money's worth of value from 
the project. 

£he£kbook. She 
ti so -Par. 



Sihde CPI is less tha» I, it r*ea»s that Je-fP 
and Charles have blow* their budget 
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A*d that's how much they've $o*e over' 
JeW, Chavles, a«d Alite had better Jrijpre 
out how -to to»tam those ™away tests, or 
they'll have a «asty suv?me late*-. 
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The Earned Value Management formulas 

Earned Value Management (EVM) is just one of the tools and 
techniques in the Control Costs process, but it's a big part of PMP 
exam preparation. When you use these formulas, you're measuring 
and analyzing how far off your project is from your plan. Remember, 
think of everything in terms of how much value you're delivering to 
your sponsor! Take a look at the formulas one more time: 



9<>tteh so +av-. 



Name 




Formula What it says Why you use it 


PAC— Pudget at 
Completion 


No formula - it's the 
project budget 


How much money you'll 
spend on the project 


To tell the sponsor the total amount of 
value that he's getting for the project 


PY— Planned Value 


"■"•'SX* 


What your schedule says 
you should have spent 


To figure out what value your plan says 
you should have delivered so far 


EV— Earned Value 


"•""JSK 


How much of the 

project's value you've 

really earned 


EV lets you translate how much work 
the team's finished into a dollar value 


AC— Actual Cost 


What you've actually 
spent on the project 


How much you've 
actually spent so far 


The amount of money you spend 

doesn't always match the value 

you get! 


SPI— Schedule 
Performance Index 


VI 

SFI = 

FV 


Whether you're behind or 
ahead of schedule 


To figure out whether you've 

delivered the value your schedule 

said you would 


SV— Schedule 
Variance 


SV=EV- FV 


How much ahead or 
behind schedule you are 


This puts a dollar value on exactly how 
far ahead or behind schedule you are 


CPI— Cost 
Performance Index 


"■■5- 

AC 


Whether you're within 
your budget or not 


Your sponsor is always most interested 
in the bottom line! 


TCPI— To-Complete 
Performance Index 


TCPI PAC-AC 


How well your project 

must perform to stay on 

budget. 


This will let you forecast whether or not 
you can stick to your budget. 


CV— Cost Variance 


CV-EV-AC 


How much above or 

below your budget 

you are 


Your sponsor needs to know how much 
it costs to get him the value you deliver 
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what cpi and spi really mean 



Interpret CPI and SPI numbers to gauge your project 

The whole idea behind the Earned Value Management is that you can use it 
to easily put a number on how your project is doing. That's why there will be 
exam questions that test you on your ability to interpret these numbers! Luckily, 
it's pretty easy to evaluate a project based on the EVM formulas. 




A lot o* ?M0* have a 
vule */here a CPI ov SPI 
beW^O.^a^dllO 
,s absolutely W! 




Ahead of schedule 
or under budget 



If your project is on track, that weans 
you're delivering the value you promised. 

You can tell that your project is on track because the two 
index numbers — CPI and SPI — are both very close to 
1 , and the variance numbers — G V and SV — are very 
lose to zero dollars. It's very rare that you'll get exactly 
to a CPI of 1 or a SV of SO, but a SPI of 1.02 means 
you're very close to on t ime, an d a GV of -$26 means 
you're very close to on^udget/y 



Sometimes you'll see *ega-fcive 
values wri-tie^i* pareh-fchi 
in this case, (jzi>) 



You can tell if your project is ahead of schedule 
or under budget by looking for larger numbers. 

If the CPI is much bigger than 1, it means you're under 
budget. And you can tell how much under by looking at the 
GV — that's what variance is for! It helps you see just how much 
the actual cost varies from the value you were supposed to earn 
by now. 



H tke SPI is 
kelow 1, then 
your project 
is beninj 
schedule. But 
if you see a 

CPTun^t 
your project is 
over kudff et! 



escs— 




Bei*g a long way under 
budget ish t always a 
good thing. |-fc mtay\s you 
asked torn a*d were give* 
resources -that you didn't 
need— and whidh your 
£or*pa*y dould have used 
elsewhere. 



&K 



a 



1 



Behind schedule 
or over budget 



A project that's behind schedule or over budget will 
have lower numbers. 

When you see a SPI that'sN^etween andl^that tells you that the project 
is behind schedule... and that means you're not delivering enough value 
to the sponsor! That's when you check the SV to see how much less value 
you're delivering. And the same goes for cost — a low CPI means that your 
project is over budget, and GV will tell you how much more value you 
promised to deliver to the sponsor. 



C?\ a»d SP/ 
£a* -t be below 
«ro ; because 
-they're ratios/ 
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Exactly! And when your CPI is really 
close to 1, it means that every dollar 
your sponsor's spending on the project 
is earning just about a dollar in value. 

The biggest thing to remember about all of these 
numbers is that the lower they are, the worse 
your project is doing. If you've got a SPI of 1 . 1 

and a CPI of 1.15, then you're within your budget 
and ahead of schedule. But if you calculate a SPI of 
0.6 and a CPI of 0.45, then you're behind schedule 
and you've blown your budget. And when these 
ratios are below 1 , then you'll see a 
negative variance! gy qi- 

C**fkit 



Alakc it Siidk 




Remember: 

Lower = Loser 



If CPI or SPI is below 1, or if GV or SV is negative, 
then you've got trouble! 
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earned value exercise 



K^! 



ExendSe 



You'll definitely need to be able to calculate Earned Value numbers for the exam! But remember, like 
planning that trip way back in Chapter 4, the best way to do that is with practice. 



Your project has a total budget of $300,000. You check your records and find that you've spent $175,000 so 
far. The team has completed 40% of the project work, but when you check the schedule it says that they should 
have completed 50% of the work. Calculate the following: 



/> 



BAC = $ 



PV = $ 



There were ^*"> 
dollar values 
given in the ^ 

problem. Which P 
is AC, and - / 
v,W.£h is BAC? 



AC = $ 



EV = $ 



... % . =J L The trick is 

ys^ figuring out which 

^ percentage you 

% = $ "eed t> put heve/ 



SV = $ 



Now you just heed io^iguve 
out which numbers that you've 
already calculated are being 
divided into o»e another/ 



CV = $ 



SPI =• 



CPI =• 



You're managing a highway construction project. Your total budget is $650,000, and there are a total of 7,500 
hours of work scheduled on the project. You check with your accounting department, and they tell you that 
you've spent a total of $400,000. According to the schedule, your crew should have worked 4,500 hours, but 
your foreman says that the crew was allowed to work some overtime, and they've actually put in 5,100 hours 
of work. Calculate these Earned Value numbers: 



BAC = 
AC = 
SV = 

SPI = 



PV = 
EV = 
CV = 

CPI = 
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ExeftciSe 



BAC = 
AC = 
SV = 

SPI = 



You are the project manager at an industrial design firm. You expect to spend a total of $55,000 on 
your current project. Your plan calls for six people working on the project eight hours a day, five days 
a week for four weeks. According to the schedule, your team should have just finished the third week 
of the project. When review what the team has done so far, you find that they have completed 50% of 
the work, at a cost of $25,000. Based on this information, calculate the Earned Value numbers: 

PV = 



EV = 
CV = 

CPI = 



Check all of the following that apply: 

The project is ahead of schedule 

The project is behind schedule 

You should consider crashing the schedule 



The project is over budget 
The project is under budget 
You should find a way to cut costs 



Your current project is an $800,000 software development effort, with two teams of programmers that will work for six 
months, at a total of 10,000 hours. According to the project schedule, your team should be done with 38% of the work. 
You find that the project is currently 40% complete. You've spent 50% of the budget so far. Calculate these numbers: 



BAC = PV = 

AC = EV = 

SV = CV = 

SPI = CPI = 

Check all of the following that apply: 

The project is ahead of schedule 

The project is behind schedule 

You should consider crashing the schedule 



The project is over budget 
The project is under budget 
You should find a way to cut costs 
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Forecast what your project will look like whew it's done 



There's another piece of the Earned Value Management, and it's part of the 
last tool and technique in Cost Management: forecasting. The idea behind 
forecasting is that you can use Earned Value to come up with a pretty accurate 
prediction of what your project will look like when it's at completion. 

If you know your CPI now, you can use it to predict what your project 
will actually cost when it's complete. Let's say that you're managing a 
project with a CPI of 0.8 today. If you assume that the CPI will be 0.8 for the rest 
of the project — and that's not an unreasonable assumption when you're far along 
in the project work — then you can predict your total costs when the project is 
complete. We call that Estimate at Completion (EAG). 



There are a bunch of different ways to calculate EAC, 
but this one is sufficient for the PMP exam. 



tf your CPI is±d$wUhat »ea»s 
you re ^uhhih9_ovc^^t- w hidh 
will give you a* EAC that's larger 
tha* your £urre*t budyt 




EAC * 




|{ your CPI «s above 
I, you re rurm'mg 
under budget, so the 
estimate will end u\> 
smaller Iba* your BAC 



Meanwhile, back in the Lounge 



Alice is forecasting how the new Lounge 
project will look like when it's done. 




tt&es what Ali£e 
wrote down -first... 



S 10,000 
0.369 



* Si 1,507 



... «ow Al'te "" ^ke a look ^ "** e 
Lome's thetkbook. She %wres out lhal 
she sfe*t ftTSO o» the project so -for... 
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Once you've got aw estimate, you can calculate a variance! 



There are two useful numbers that you can compute with the EAG. One 
of them is called Estimate to Complete (ETC), which tells you how 
much more money you'll probably spend on your project. And the other 
one, Variance at Completion (VAC), predicts what your variance will 
be when the project is done. 



ETC * EAC - AC 



Wll sve«d, rf Y°u sWract the 
the Jest o* the jwjeftl W.II end « 




VAC * *AC - EAC 



K y<* end up spending «,ove than 
youir budget, the VAC will be 
negative... just like CV and SW 



You can use EAC, 

ETC, and VAC 

to predict what 
your Earned Value 
numbers will look 
like wken your 
project is complete. 




o 



£ 11,507 -S 5750 * $$757 




... 3v\d kow she knows how 
*u£h money the rest o-P 
■t^c project is likely -to 
£ost... 





■ 

T Jiaooo-Si 1,507- -i i,so7 



... but will the 5^ys be 
able -to tome up with 
the e*tva money? 
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budget forecasting exercise 

h\ 

^ You're a project manager working on a large project scheduled to last for two years. You've got six 
^0/ v "— ^ different teams working on five major functional areas. Some teams are ahead of schedule, and 

tXGRClbG others are falling behind. That means that you have cost overruns in some areas, but you've saved 
costs in others- and that's making it very hard to get an intuitive grasp on whether your project is 
over or under budget! 

It's nine months into your project. The total budget for your project is $4,200,000. You've spent $1,650,000 so far, and 
you've got a CPI of .875. Use the Earned Value Management formulas from Forecasting to figure out where things stand. 



$ 
EAC = =$ 



ETC = $ 



VAC = $ 



Will the project be over or under budget when it's complete? (check one) 

The project will be over budget The project will be within its budget 

How much will the project be over or under budget? $ 
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Now it's six months later, and your project looks very different. You need to work out a new forecast for what your budget 
situation will be like at project completion. You've now spent a total of $2,625,000. You look at all of the activities done 
by the team, and you find that the project is 70% complete. Can you come up with a new forecast for your project? 



BAC = $ AC = $ 



EV = CPI 



EAC = ETC 



VAC = Your Project will be over/under budget at completion. 

(circle one) 



How much will the project be over or under budget? 

$ 
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turn it upside-down 

Finding missing information 

Most of the Earned Value questions on the exam will be pretty straightforward: 
you'll be given the numbers that you need to plug into a formula, and when 
you do it you'll get the answer. But once in a while, you'll get a question that 
isn't quite so straightforward. 



Let's say you're given... 



... the CPI and Earned Value, and you want 
to figure out the actual costs. Why would you 
ever see this? Sometimes it's hard to figure out 
how important a project is unless you know how 
much it's really spending — if a project is more 
expensive, people in your company probably 
care more about it. If you're told that a project's 
CPI is 1.14 and its EV is $350,000, how do you 
figure out the actual costs? 



Here's -the -formula -for CP|. 
Bui what do you do i-f you're 
3'iveh CPI and £V, and need 
h> ( ijure ou-t AC? 




... the Earned Value and actual percent 

complete, and you want to figure out the 

project's budget. This can be really helpful 

when you need to "read between the lines" 

when you need to make a decision about a 

project when someone doesn't want to give you 

all the information you need. When you have 

a project's EV of $438,750 and its actual % 

complete of 32.5%, how do you figure out the 

total budget (BAC)? , r . 

Start With the W*la 

that mdludes all the 



CPI 



JL 

AC 



r 



mJocvs YoiaVc looki»3 W 



EV * *AC x 



$350,000 



Let's fill m t»* 



Actual % 
Complete 



kuwv 



4438,750 **ACx32.5£ 



.!* • 


" <™) 


AC = 


4350,000 


1.14 


AC = 


'4307,017 




/ottVe going to have to use 

a little \>as\t algebra here... ^~x 

but it's really easy/ \ 

Nov/ you know everything 
you need to tabulate the 
-final numbers. 



0AC* 



Don't 6*- 9 et thai a 115% 
is -the same as 0.3Z5. 



4438,750 



0.325 




*AC * 4 1,350,000 



There are some times when you'll need to flip the formulas upside down! 

Sometimes you're going to be on the receiving end of Earned Value numbers. If 
you're working at a company with a bunch of project managers, then sometimes 
you'll get a report from one of them that only gives you part of the picture! 
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You'll probably get a question or two where you'll need to flip your 
formulas over to figure out one of the values you'd normally be given. 
Don't worry if you're math-phobic! This is really easy — you'll definitely 
get it with a little practice. 



If EV is $93,406 and SPI is 0.91, what i 

V\M*be dov/r\ -the ^ 

Jformula &r SPI- SPI = — — 



is the planned value? 

= $ 



Now fli 
•formula . 
ibe left 



..ipairouhd-the 

•hxnwula %o Pi/ i s 



PV = 



PV = 



fill '» -the numbers 
that you have. 

/tad now you ta« 
solve £*- PV! 



If PV is $252,000 and BAC is $350,000, what is the planned percent complete? 

S-kavt with the Wula 
■fovPV- 

PV = x 




fill in the 
ihai 



numbers 
you have. 



CV 



$ 



% Complete 



'^%avoundtheWbso 
7o tomoleie is on the leArt- 



«C_^ % Complete = M -w 7- ** solve ,t! 



Now try one on your own. If BAC is $1 26,500 and EAC is $1 1 5,000, what is the CPI? 



Q First write out the formula that has EAC, CPI, and BAC O Next fi " in tne numbers that you know 



Now flip around the formula so the number 
you're looking for is on the left. 



Q Now you can solve the problem! 



en 

It 

§ 
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tJiereiare no 

Dumb Questions 



V^/ What does CPI really mean, and why can it 
predict your final budget? 

r\. Doesn't it seem a little weird that you can come up 
with a pretty accurate forecast of what you'll actually spend 
on your project just by dividing CPI into your BAC, or the 
total amount that you're planning to spend on the project? 
How can there be one "magic" number that does that 
for you? 

But when you think about it, it actually makes sense. Let's 
say that you're running 15% over budget today. If your 
budget is $100,000, then your CPI will be $100,000 + 
$115,000 =.87. One good way to predict what your final 
budget will look like is to assume that you'll keep running 
15% over budget. Let's say your total budget is $250,000. If 
you're still 15% over at the end of the budget, your final CPI 
will still be $250,000 + $287,500 = .87! Your CPI will always 
be .87 if you're 15% over budget. 

That's why we call thatforecast EAC-it's an ESTIMATE 
of what your budget will look like AT COMPLETION. By 
dividing CPI into BAC, all you're doing is calculating what 
your final budget will be if your final budget overrun or 
underrun is exactly the same as it is today. 

VL- Is that really the best way to estimate costs? 
What if things change between now and the end of the 
project? 

r\. EAC is a good way to estimate costs, because it's 
easy to calculate and relatively accurate-assuming that 
nothing on the project changes too much. But you're right, 
if a whole lot of unexpected costs happen or your team 
members figure out a cheaper and better way to get the job 
done, then an EAC forecast could be way off! 

It turns out that there are over 25 different ways to calculate 
EAC, and the one in this chapter is just one of them. Some 
of those other formulas take risks and predictions into 
account. But for the PMP exam, you just need to know 
EAC = BAC -CPI. 



V^/ Wow, there are a lot of Earned Value formulas! Is 
there an easy way to remember them? 

r\. Yes, there are a few ways that help you remember 
the Earned Value formulas. One way is to notice thatthe 
Performance Reporting formulas all have something either 
being divided into or subtracted from EV. This should make 
sense- the whole point of Earned Value Management is 
that you're trying to figure out how much of the value you're 
delivering to your sponsor has been earned so far. Also, 
remember that a variance is always subtraction, and an 
index is always division. The schedule formulas SV and SPI 
both involve P V numbers you got from your schedule, while 
the costformulas CV and CPI both involve AC numbers 
from your budget. 

And remember, the lower the index or variance, the worse 
your project is doing! A negative variance or an index that's 
below 1 is bad, while a positive variance or an index that's 
above 1 is good! 



The Earned Value formulas 
have numbers divided into 
or subtracted from EV. 
SV and SPI use PV, while 
CV and CPI use AC. 
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Have vou evev xondered half*? 

Keep your project ow track with TCPI tw^ a ^j-t w- ««* 

You can use Earned Value to gauge where you need to be to get your project -to $c*l »"t »* w*tnm 7 0U , * , j 

in under budget. TCPI can help you find out not just whether or not you're on TWis is how you -vi*^ 1 

target, but exactly where you need to be to make sure you get things done with 
the money you have. 

To-Cowplete Performance Index (TCPI) *AC based: 



Hoy/ mu<* budyW 

This number represents a target that your CPI would wov-k is le-f "b divided 

have to hit in order to hit your forecasted completion (pAC~E YJ \>S how wudh 

cost. If you're performing within your budgeted cost, TCPI /» A R A IW budgeted money is 

it'll be based on your BAG. If you're running over your lPAv""ncv/ left 
budget, you'll have to estimate a new EAG and base your 
TGPI on that. 

EAC based: 

There are two different formulas for TGPI. One is for , 

when you're trying to get your project within your original uow mufcn Duaj 

budget, and the other is for when you are trying to get I PA v""k Y J y/ovk is le-rT, / 

your project done within the Estimate At Gompletion Tvr I 5 i r A A A Al ^ mU e Jr lrn 

you've determined from Earned Value Calculations. vrtv rtv money ,s ' e *" t * 



TCPI for the Head First Lounge renovation project 

Alice figured out the BAG and EAG for the bar project and realized that the lounge was over budget, 
so she did a TGPI calculation to figure out exactly where needed to keep her GPI if she wanted to 
get the project in without blowing the budget. Alice's Earned Value calculations have put the lounge 
renovation project's numbers here: 

EAC=*11,507 AC- WO &A(H1 0,000 EV=*5000 

The project is over budget! So Alice uses the BAG-based formula to figure out where she needs to keep 
the GPI for the project if she wants to complete it within the original budget. Here's the calculation: 

(PAC-EV) (nO,00(H5000) 

TCFI s (*A(!-AC) U7 * (M 0,00<M57SO) 

So, if the project were going to get back on budget, it would have to run at a 1.17 GPI for the rest 
of the project to make up for the initial overage. Alice doesn't think that's going to happen. Jeff and 
Charles pushed for stucco in the lounge that cost an extra $750 in the beginning, and, the way things 
are going, it's probably a safe bet that there will be a few more cost overruns like that as the project 
goes on. She prepared a second TGPI to see what the number would be to complete the project 
based on the current EAG. 

(PAC-EV) (MftOOO-HgOOO) 

TCFI * (EAU-AC) M " in 1,507-^750) 
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A high TCPI means a tight budget 

When you're looking at the TCPI for a project, a higher 
number means it's time to take a stricter cost management 
approach. The higher the number, the more you're going to 
have to rein in spending on your project and cut costs. When 
the number is lower than one, you know you're well within 
your budget and you can relax a bit. 



with TCPI, it's the offos.U A 
m»ev w.»Ibcv w>ea»* that youv 

budget is -boo ti^t Vow want it 
lower to 5>ve you more room "to 
sfend woneY! 



^Jharpoi your pencil 



You'll need to know the formula for TCPI and be ready to calculate it for 
the exam. Here are a couple of problems to help you get a little practice. 



BAC is $40,000 and EAC is $30,000, EV is $1 7,000 and AC is $1 5,000. What is the BAC-based TCPI? 
_ = $ 



Vtfvrte dovm 

•tV* Wula &* TCPI 

TCPI- 



fill '» £he numbers 
a*d solve -the 
problem. 



BAC is $100,000 and EAC is $107,000, EV is $68,000 and AC is $70,000. What is the EAC basedTCPI? 

_ = $ 



VVv-i-bc down 

the Wula£<* TCPI = 

TCPI- 



fill '* "the numbers 
a*d solve -the 
problem. 



BAC is $20,000 and EAC is $20,000, AC is $1 5,000 and the project is 75% complete. 
What is the EAC basedTCPI? 

F'»v-st, wvrte dovm 

i\\t tarmula &>v- EV = 



\A/v-'rte down 

-the ^ov-mula &>v TCPI = 

TCPI- 



fill '* -the numbers 
a*d solve -the 
problem. 
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Party time! 



Jeff and Charles finished the new Lounge! It looks great, and 
they're really happy about it. . . because Alice managed their 
costs well. She used Earned Value to correct their budget 
problems, and they managed to cut a few costs while they still 
had time. And they had just enough money left over at the 
end to throw a great party for her! 




Head First 



Lounge Two: 
Undepgpound 




their sfeAdmft llwl ^* 
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Sharpen your pencil 




n |'i* Now it's your turn! See if you can figure out BAC and PV 

gOlU tlfltl for a typical project. 

1 . You're managing a project to install 200 windows in a new skyscraper and need to figure out your budget. 
Each week of the project costs the same: your team members are paid a total of $4,000 every week, and you 
need $1,000 worth of parts each week to do the work. If the project is scheduled to last 16 weeks, what's 
the BAC for the project? ^_ . Ue ^^ |4 ^ ^ ^ ^ ^ ^ 

bac = $ 5000 x 1 6 * $ 30,000 ?e * week *° ^ ihe ^i ^ **■ <*« p^jett 

^3 Vadh w «k do^ f^OOO £>v labor a»d h,000 U parts. 

2. What will the Planned % Complete be four weeks into the project? 

D , A 0/ r i , 'iWU' y** ^ w " ks ih "t° a ' A ->wcek pvoiedt That 

Planned % Complete = Z%7^<; ^^ » 0( .e/ /» ,, , ^ 

^ . . .fr.r. . .•:> r»ea*s you re Z5% o-F -the way throujh. 

Fill ih -the BAC U ^uestioh /. 

3. What should the P ^be four week^ o^b^£Q]ect^ ^ ^ ^ pu ^ % Co „ ?|ct e ^ ^uesti 

pv =$ $0,000 * 25^ = $20,000 t^^^i^^^^^- 



\OY\ 



sJharpen your pendl 
^k Solution 



Let's get back to that 1 6-week project from page 348. 
Can you figure out how to use EV? 



1 . Fast-forward four weeks into the project installing those 200 skyscraper windows. Fill in the BAC and PV you 
figured out above. (Check your answer above to make sure you got it right!) 



bac= 480,000 pv= 020,000 



2. You've checked with your team, but they have bad news. The schedule says they were supposed to have 
installed 50 windows by now, but they only installed 40. Can you figure out the actual % complete? 

40 

Actual % Complete = — — - = 7SS% ^ Thc "f* ar * 'dialled ^O windows out of a 

. 2Q0 v ^ total o( ZOO. Thai r»ea»s they're 10% 



3. What should the Earned Value be right now? 

ev=$ 30,000 x 20% = 016,000 



o( the way done with the wov-k. 



4. Look at the planned value, and then look at the Earned Value. Are you delivering all the value you planned 
on delivering? 



□ Yes 0^ 



— V* pl*»«ed oi, deWiw) f 24,000 worth <£ value, but 
kT you v e «jy delivered ?U>,000 worth. That *ea«s the 
lo dusWr isn't gettmg all the value he's paymg &»J 
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Sharpen your pencil 
Solution 




Meanwhile, back in the Lounge, Alice is working out if the project's 
coming in on schedule and on budget. Here are the steps she's taking 
and her notes. She was called away, so it's up to you to work out 
whether the guys need to push the schedule. 



fl Start with the schedule and budget. Figure out how much work you planned, how 
^^ much the team has done, and the total budget (BAC). 

BAO $10,000 

Jeff and Charles have a totglbodgst of $10QQ^ 5Q% 

and they're currently halfwacj through the schedule. pbnned % complete 



§^% Figure out PV. Multiply the BAC by the percentage of the work that your schedule 
^^ says the team should have worked so far to get the planned value. 

So their planned valoe is? DKr x P lanned% 

pw = BAG A Complete 

P\/ = $10,000 x50% = $5.000 

§±% Figure out EV. This is the part that actually takes some thinking! You need to figure 
^^ out what percentage of work the team has actually done. Once you have that, 
multiply it with the BAC to find the Earned Value. 

Uh-oh! On a closer look, it seems they've really only gotten H 0% of the 

work done. a , , /0/ 

EV - PAr x Acfdd/o 
EV = $10,000 xTO%=li£00 " Dno Complete 



^J Now you can calculate SPI and SV. Once you've figured out EV and PV, you can do 
^^ the calculations. 

Now that you have the EV and W, yoa can tell Jeff and Charles if they're 
getting their money's worth/ 

SPI » $¥,000 + $5,000 - 0.8 SV « $¥,000 - $5,000 , -$1,000 

^j How's the schedule looking? What do all these figures tell us? 

So are we ahead of schedule or behind it? 

The Lounge project is behind schedule. 
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K^! 



ExendSe 



You'll definitely need to be able to calculate Earned Value numbers for the exam! But remember, like 
planning that trip way back in Chapter 4, the best way to do that is with practice. 



Your project has a total budget of $300,000. You check your records and find that you've spent $175,000 so 
far. The team has completed 40% of the project work, but when you check the schedule it says that they should 
have completed 50% of the work. Calculate the following: 

. ■ Planned value iascs 

^T wha-fc's ok -the 

BAC v $ 3PP,PPP pv = A.?PPMP x 50% = *i50,ooo s ^dui C; ^ hCd 

"^ v *ta is tecs wha-fc 

dually happed. 



AC =$ 175000 

Did you nohte how the 

-formulas £>v- SV a*d SP| 
use the same numbers? 
You sub-brad: £>v- one, a*d 
divide (o* -the other/ 



SPI =■ 



$120,000 

$150,000 



EV = $ ?PP<PPP x 4 % = $ 120,000 

You way have 

sv = $120,000 $150,000 = $-30,000 tJcPi a»a 

SPI numbers. 
po*'t >^orry 

cv = AJ.?ftPPP.- $ )?5PPP = $-55000 r swePMP 

is wult'iflc 

TheWlas ^X tW.te, You'" 

(<*CV3»dC?\ ^/ $120,000 -^ ««*"** 



You're managing a highway construction project. Your total budget is $650,000, and there are a total of 7,500 
hours of work scheduled on the project. You check with your accounting department, and they tell you that 
you've spent a total of $400,000. According to the schedule, your crew should have worked 4,500 hours, but 
your foreman says that the crew was allowed to work some overtime, and they've actually put in 5,100 hours 
of work. Calculate these Earned Value numbers: 

<\rfOO out o( a fetal <J 7,500 

™ =4 650,000 t£r^oot:$; ^iMasMi^^^wpp 

AC vf 4Q0,QQQ ^T^ootm^' EV ^f0?ap0pj^^ s f44?,ppp 
sv ^f442X)00 'i?9aPPP * 652,000 cv =$442,000 - 4400,000 * $42,000 



SPI = 



$442,000 
4590,000 



1.13 



cpi = 



4442,000 
4400,000 

. » 



1.11 
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You are the project manager at an industrial design firm. You expect to spend a total of $55, 000 on your 
, ^ current project. Your plan calls for six people working on the project eight hours a day, five days a week for 
tXGRClSO four weeks. According to the schedule, your team should have just finished the third week of the project. 
§*U.!i"fclOrt When you review what the team has done so far, you find that they have completed 50% of the work, at a 
cost of $25,000. Based on this information, calculate the Earned Value numbers: 



BAC 



AC 



= $55000. Tve -teWe. ^ t ti^tS-^^T^n^^- »4U50 

Wwe \«Ast Vm.shed X ne ^ ^^ 

= $25000 o* ^^2?t» EV = f 55000 x 90% ..- §27,500 

sv = § 27,500 - 4 41290 * ($ 1 3,750) 

"""K W 

$ 27,500 *T tA *° **** "^ve 27,500 

s 0.67 ! ,u " ,be,rs ih P a,r extheses CPI = ; s JJ 



cv=$ 27,500-$ 25,000 s $2,500 



spi = 



441,250 lhstead <* «i"3 a *«« ^ 425000 



Check all of the following that apply: 
\ project 

Iftehind schedule 
Vou should consider crashing the schedule 




A* SPI below I r*ea*s your projedt's behind 
sdhedule- It's -time to think 
le about sdhedule The project is over budget 



The project is under budget 

You should find a way to cut costs 



Your current project is an $800,000 software development effort, with two teams of programmers that will work for 
six months, at a total of 1 0,000 hours. According to the project schedule, your team should be done with 38% of the 
work. You find that the project is currently 40% complete. You've spent 50% of the budget so far. Calculate these 
numbers: 



bac =$800,000 

AC = f 400,000 
sv =$320,000 - 



This Sp| Means that the 
fvojedt is ahead o( schedule, 
but it's very dlose {o I, xhidh 
means the schedule is pvetty 
adduvate- 



pv = $ 800,000 x38£*$ 304,000 

. • f * f. 

EV = f 300,000 x 40? s $ 320,000 
cv =$320,000- $400,000 *($ 80,000) 



$320,000 

spi = -. * 105 

$304,000 y 



CPI 



$ 320,000 



$400,000 



-0.8 



Check all of the follow. 



that apply: 
e project is ahead of schedule 
The project is behind schedule 
You should consider crashing the schedule 



Sinde CPI is 

below / and 

CV 'is negative, the projedt is over budjet- Cost-dutt'mj is 

de-P'mitely a good idea/ 

he project is over budget 




The project is under budget 

You should find a way to cut costs 
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You're a project manager working on a large project scheduled to last for two years. You've got six 
, different teams working on five major functional areas. Some teams are ahead of schedule, and 
EXGflClSQ others are falling behind. That means that you have cost overruns in some areas, but you've saved 
G)<H.jrfclOrt costs in others- and that's making it very hard to get an intuitive grasp on whether your project is 
over or under budget! 

It's nine months into your project. The total budget for your project is $4,200,000. You've spent $1,650,000 so far, and 
you've got a CPI of .875. Use the Earned Value Management formulas from forecasting to figure out where things 

J_H_™___- * 4.800000 ^ V"* V ulas look a '*& 

• Vf */. .7. . »ot that bad o»U you get used io the*, 

ETC = $ MP WOO . $1,650,000 = $ $ 1 50,000 Smte VAC -« ^we, 

y^T"" it «>ea«s -that you'll fee 

vac = $ 4,200,000 - $ 4,800,000 = ($ 600,000)^/ ***>/>«> r* Ud ^+ 

the end of the project 

Will the^Jfoject be over or under budget when it's complete? (check one) 

/V_JThe project will be over budget The project will be within its budget 

How much will the project be over or under budget? $ 600,000 

Now it's six months later, and your project looks very different. You need to work out a new forecast for what your budget 
situation will be like at project completion. You've now spent a total of $2,625,000. You look at all of the activities done by 
the team, and you find that the project is 70% complete. Can you come up with a new forecast for your project? 

bac = $ 4,200,000 ac = $ 2,625,000 

$2940000 
ev = $4,200,000 x 70% *$ 2,940,000 cpi = ; : ™"™ * 1.12 

$2,625,000 



44,200,000 
eac = ^—— $ 5,750,000 etc = $ 5,750, 000 -92,625,000 



1.12 



HI 25,000 



VAC = $4,200,000 - $3,750,000 Your project will be over<jJndehbudget at completion. 

*""-^ (circle one) 



* $450,000 



How much will the project be over or under budget? 



Take a second and iWmk about what these » U r*bers v-eally TW.s VhC »ea»s youv- pv-ojett .$ 450,0 00 , 
" icah - me^gajdelivarihg <\ood valug J» ti g sponsor ? \ s jt&OflOO u*dev budyi 
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Sharpen your pencil 
Solution 




You'll probably get a question or two where you'll need to flip your 
formulas over to figure out one of the values you'd normally be given. 
Don't worry if you're math-phobic! This is really easy — you'll definitely 
get it with a little practice. 



If EV is $93,406 and SPI is 0.91, what is the planned value? 



EY 



SPI 



pv = 



PV 
e 92406 



0.91 = $ 



$93406 




p^ When you're divide you just need 
' \ -Iv, swap -these two numbers. 



0.91 



pv = $102,644 



If PV is $252,000 and BAC is $350,000, what is the planned percent complete? 



Sometimes yo^ answm 
a«re»> "tt, (round numbers. 

] bat doesn't mean that 
they re wrong/ 



pv = $AC * 



Scheduled % 
Complete 



$ 252,000 = $ 550,000 x Scheduled % 

Complete 



% Complete 



$ 252,000 
$ 550,000 



pv = Tl% 



Pon'tw^^r hen ^ e 

taltulatin^ a pertentay, U-* 
is tbe same as 0.12- 



Now try one on your own. If BAC is $1 26,500 and EAC is $1 1 5,000, what is the CPI? 



First write out the formula that has EAC, CPI, and BAC 

PAC 



EAC * 



CPI 



i( youVe still stumped here, 
doh't worry/ You'll only see 
one or two «\uestio»s like 
this on the exam. 



Next fill in the numbers that you know 

♦1 26,500 



4115,000 



CPI 



Now flip around the formula so the number 
you're looking for is on the left. 



Now you can solve the problem! 



CPI * 



4126,500 
♦1 15,000 



CPI * 1.1 
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c^Jharperi your pencil 
^k Solution 



You'll need to know the formula forTCPI and be ready to calculate it for 
the exam. Here are a couple of problems to help you get a little practice. 



BAC is $40,000 and EAC is $30,000, EV is $1 7,000, and AC is $1 5,000. What is the BAC-based TCPI? 

&AC-EV - * 40,000-17,000 

TCPI = Q? 

tkc i* de * * u „ be , is &AC-AC •-••• 40,000-15000 

«">deir /. Mo heed h> 
tytte* ihe bdi here. 




BAC is $100,000 and EAC i 



TWis pvojedt should 
have »o -brouWe TCPI 
Wrtt»$ it's bwd^ei 
y>als ■ 



3fi0, EV is $68,000, and AC is $70,000. What is the EAC-based TCPI? 

100000-6S000 
PAC-EV 




EAC-AC 




.36 



$ 



107000-70,000 



BAC is $20,000 and EAC is $20,000, AC is $1 5,000 and the project is 75% complete. What is the 
EAC-based TCPI? 



EV 



TWis vvo'xett "«s 

20,000x75 ^wto«W- 



TCPI 



&AC-EV 
EAC-AC 



= $ 



20,000-15000 

20,QQP:150Q0 
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1. You are creating your Cost Performance Baseline. What process are you in? 

A. Determine Budget ^T e °f *j* ^ed Vake hur»bevs have 

B- Control Costs f l^J?^*?*" 

C Estimate Cos* \ ^iZltttA't" ^ 

D. Cost Baselining \V, doh t h«d to memoHz* -fch c J 

2. You're working on a project that has an EV of $7362 and a PV (BCWS) of $8232. What's your SV? 

A. -$870 

B. $870 

C. 0.89 

D. Not enough information to tell 

3. You are managing a project for a company that has previously done three projects that were similar to 
it. You consult with the cost performance baselines, lessons learned, and project managers from those 
projects, and use that information to come up with your cost estimate. What technique are you using? 

A. Parametric Estimating 

B. Net Present Value 

C. Rough Order of Magnitude Estimation 

D. Analogous Estimating 

4. You are working on a project with a PV of $56,733 and an SPI of 1.2. Whafs the Earned Value of your 
project? 

A. $68,079.60 

B. $47,277.50 

C. $68,733 

D. .72 

5. Your company has two projects to choose from. Project A is a billing software project for the Accounts 
payable department; in the end it will make the company around $400,000 when it has been rolled out 

to all of the employees in that department. Project B is a payroll application that will make the company 
around $388,000 when it has been put to use throughout the company. After a long deliberation, your 
board chooses to go ahead with Project B. What is the opportunity cost for choosing Project B over 
Project A? 

A. $388,000 

B. $400,000 

C. $12,000 

D. 1.2 
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i- Exam Questions 




6. Your company has asked you to provide a cost estimate that includes maintenance, installation, 
support, and upkeep costs for as long as the product will be used. What is that kind of estimate called? 

A. Benefit Cost Ratio 

B. Depreciation 

C. Net Present Value 

D. Lifecycle Costing 

7. You are working on a project with an SPI of .72 and a CPI of 1.1. Which of the following BEST 
describes your project? 

A. Your project is ahead of schedule and under budget 

B. Your project is behind schedule and over budget 

C. Your project is behind schedule and under budget 

D. Your project is ahead of schedule and over budget 

8. Your project has a BAC of $4,522 and is 13% complete. What is the earned value (EV)? 

A. $3934.14 

B. There is not enough information to answer 

C. $587.86 

D. $4522 

9. A project manager is working on a large construction project. His plan says that the project should 
end up costing $1.5 million, but he's concerned that he's not going come in under budget. He's spent 
$950,000 of the budget so far, and he calculates that he's 57% done with the work, and he doesn't think 
he can improve his CPI above 1.05. Which of the following BEST describes the current state of the 
project? 

A. The project is likely to come in under budget 

B. The project is likely to exceed its budget 

A. The project right on target 

B. There is no way to determine this information 

10. You are managing a project laying underwater fiber optic cable. The total cost of the project is $52/ 
meter to lay 4 km of cable across a lake. Ifs scheduled to take 8 weeks to complete, with an equal 
amount of cable laid in each week. It's currently week 5, and your team has laid 1,800 meters of cable 
so far. What is the SPI of your project? 

A. 1.16 

B. 1.08 

C. .92 

D. .72 
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11. During the execution of a software project, one of your programmers informs you that she 
discovered a design flaw that will require the team to go back and make a large change. What is the 
BEST way to handle this situation? 

A. Ask the programmer to consult with the rest of the team and get back to you with a recommendation 

B. Determine how the change will impact the project constraints 

C. Stop all work and call a meeting with the sponsor 

D. Update the cost performance baseline to reflect the change 

12. If AC (ACWP) is greater than your EV (BCWP), what does this mean? 

A. The project is under budget 

B. The project is over budget 

C . The project is ahead of schedule 

D. The project is behind schedule 

13. A junior project manager is studying for her PMP exam, and asks you for advice. She's learning 
about Earned Value Management, and wants to know which of the variables represents the difference 
between what you expect to spend on the project and what you've actually spent so far. What should 
you tell her? 

A. Actual Cost (AC) 

B. Cost Performance Index (CPI) 

C. Earned Value (EV) 

D. CostVariance(CV) 

14. You are managing an industrial architecture project. You've spent $26,410 so far to survey the 
site, draw up preliminary plans, and run engineering simulations. You are preparing to meet with 
your sponsor, when you discover that there a new local zoning law will cause you to have to spend 
an additional estimated $15,000 to revise your plans. You contact the sponsor and initiate a change 
request to update the cost performance baseline. 

What variable would you use to represent the $26,410 in an Earned Value calculation? 

A. PV 

B. BAC 

C. AC 

D. EV 
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15. You are working on the project plan for a software project. Your company has a standard 
spreadsheet that you use to generate estimates. To use the spreadsheet, you meet with the 
team to estimate the number of functional requirements, use cases, and design wireframes for 
the project. Then you categorize them into high, medium, or low complexity. You enter all of 
those numbers into the spreadsheet, which uses a data table derived from past projects' actual 
costs and durations, performs a set of calculations, and generates a final estimate. What kind of 
estimation is being done? 

A. Parametric 

B. Rough Order of Magnitude 

C. Bottom-Up 

D. Analogous 

16. Project A has a NPV of $75,000, with an internal rate of return of 1.5% and an initial 
investment of $15,000. Project B has a NPV of $60,000 with a BCR of 2:1. Project C has a NPV of 
$80,000, which includes an opportunity cost of $35,000. Based on these projects, which is the 
BEST one to select: 

A. Project A 

B. Project B 

C. Project C 

D. There is not enough information to select a project 

17. What is the range of a Rough Order of Magnitude Estimate? 

A. -5% to +10% 

B. -25% to +75% 

C. -50% to +50% 

D. -100% to +200% 

18. You are managing a software project, when one of your stakeholders needs to make a 
change that will affect the budget. What defines the processes that you must follow in order to 
implement the change? 

A. Cost change control system 

B. Monitoring & Controlling process group 

C. Change control board 

D. Cost performance baseline 
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19. You are managing a software project, when one of your stakeholders needs to make a change that will 
affect the budget. You follow the procedures to implement the change. Which of the following must get 
updated to reflect the change? 

A. P roject management plan 

B. Project cost performance baseline 

C. Cost change control system 

D. Project performance reviews 

20. You are managing a project with a BAC of $93,000, EV (BCWP) of $51,840, PV (BCWS) of $64,800, and AC 
(AC WP) of $43,200. What is the C PI? X^ 



1.5 






B. 0.8 Y^TTl aUwW * 

r 19 * > ^ bc 3^ the o*cs 

D. $9,000 

21. You are managing a project that has a TCPI of 1.19. What is the BEST course of action? 

A. You're under budget, you can manage costs with lenience 

B. Manage costs aggressively. 

C. Create a new schedule 

D. Create a new budget 

22. You are starting to write your project charter with your project sponsor when the senior managers ask 
for a time and cost estimate for the project. You have not yet gathered many of the project details. What 
kind of estimate can you give? 

A. Analogous Estimate 

B. Rough Order of Magnitude Estimate 

C. Parametric Estimate 

D. Bottom-up Estimate 

23. You are managing a project for a defense contractor. You know that you're over budget, and you need to 
tell your project sponsor how much more money its going to cost. You've already given him a forecast that 
represents your estimate of total cost at the end of the project, so you need to take that into account. You 
now need to figure out what your CPI needs to be for the rest of the project. Which of the following BEST 
meets your needs? 

A. BAC 

B. ETC 

C. TCPI (BAC calculation) 

D. TCPI (EAC calculation) 
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1. Answer: A 

This is really a question about the order of the processes. Determine Budget and Control Costs both use the 
Cost Performance Baseline, so it has to be created before you get to them. Cost Baselining isn'ta process at 
all, so you should exclude that from the choices right away. The main output of Determine Budget is the Cost 
Performance Baseline and supporting detail, so that's the right choice here. 

P. Cost Baselininq ^T Watth out &r feke 

~ *" Pv-otcsscsf This is* t 

2. Answer: A a real process *ame. 




This one is just testing whether or not you know the formula for schedule variance. J ust plug the values into the 
SV formula: SV =EV- PV and you get answer A. Watch out for negative numbers, though! Answer B is a trap 
because it's a positive value. Also, the test will have answers likeC that check if you're using the right formula. If 
you use the SPI formula, that's the answer you'll get! You can throw outD right away- you don't need to do any 
calculation to know that you have enough information to figure out SV! 

2. You're working on a project that has an EV of $7362 and a PV/(BCWSJ\>f $8232. What's your SV? 



tot Pvi^ZTt "r ****** 'U^viafeo* 
you -the abbreviates y 0U Ve Miliar with Y 9 



3. Answer: D 

When you're using the past performance of previous projects to help come up with an estimate, that's called 
Analogous Estimation. This is the second time you saw this particular technique- it was also in the Time 
Management chapter. So there's a good chance thatyou'll getan exam question on it. 



4. Answer: A 

The formula for SPI is: SPI = EV + PV. So you just have to fill in the numbers that you know, which gets youl .2 : 
EV + $56,733. Now flip it around. You end up with EV = 1 .2 x $56,733, which multiplies out to $68,079.60. 



5. Answer: B 



Did you notife the red h«rinj m the ^uesW? It <*id»t matter 
what the projects were about only how mu*h they dost. 



If you see a question about opportunity cost of selecting one project over another, the answer is the value of 
the project that was not selected! So even though the answers were all numbers, there's no math at all in this 
question. 
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6. Answer: D 

This is one of those questions that gives you a definition and asks you to pick the term that's being defined. So which 
one is it? 

Try using the process of elimination to find the right answer! It can't be Benefit Cost Ratio, because you aren't 
being asked to compare the overall cost of the project to anything to figure out what its benefit will be. Depreciation 
isn't right- that's about how your project loses value over time, not about its costs. And it's not Net P resent Value, 
because the question didn't ask you about how much value your project is delivering today. That leaves Lifec ycle 
Costing. " ' ~ 



Dcm i -fovyb Lov/ev — Loser' 




Llw, */ * ***** a11 ** 



7. Answer: C 



When you see an SPI that's lower than one, that means your project is behind schedule. But your CPI is above one, 
which means that you're ahead on your budget! 



8. Answer: C 

Use the formula: EV=BAC x Actual % Complete. 
When you plug the numbers into the formula, 
the right answer pops out! 



I love these calculation questions 
because when I see that the 
answer on my calculator matches 
one of the choices, I know I got it 
right! 

O 



9. Answer: B 

You might not have recognized this as a TC P I problem immediately, but take 
another look at the question. It's asking you whether or not a project is going 
to come in under budget, and that's whatTCPI is for. Good thing you were 
given all of the values you need to calculate it! The Actual % Complete is 
57%, the BAC is $1,500,000 and the AC is $950,000. You can calculate the 
E V = BAC x Actual % Complete = $1,500,000 x 57% = $855,000. So now you 
have everything you need to calculate TCP I: 

BAC-EV ($1,500,000 -$855,000) 



TCPI = 



= 1.17 



BAC -AC ($1,500,000 -$950,000) 

This means he needs a TCP I of 1.17 in order to come in under budget. Since 
he knows that he can't get better than 1.05, he's likely to blow the budget. 





Download at Boykma.Com 



you are here ► 



385 



exam answers 



r- Exam Qu£s£ftm$ — 



10. Answer: D 

Some of these calculation questions can geta little complicated- but that doesn't mean they're 
difficult! Just relax— you can do them! 

The formula you need to use is: SPI = EV + PV. But what do you use for EV and PV? If you look at 
the question again, you'll find everything you need to calculate them. First, figure out Earned Value: 
EV =BAC x Actual % Complete. But wait! You weren't given these in the question! 

OK, no problem- you just need to think your way through it. The project will cost $52/meter to 
lay 4 km (or 4,000 meters) of cable, which means the total cost of the project will be $52 x 4,000 = 
$208,000. And you can figure out Actual % Complete too! You've laid 1 ,800 meters so far out of the 
4,000 meters you'll lay in total... so that's 1 ,800 + 4,000 = 45% complete. All right! Now you know your 
earned value: E V = $208,000 x 45% = $93,600. 

So what's next? You've got half of what you need for 
SPI— now you have to figure out PV. The formula 
for it is: PV = BAC x Scheduled % Complete. So 
how much of the project were you supposed 
to complete by now? You're 5 weeks into an 
8 week project, so 5 + 8 = 62.5%. Your PV is 
$208,000 x 62.5% = $130,000. Now you've 
got everything you need to calculate SPI! 
EV - PV = $93,600 + $130,000 = .72 





^ 



frd you think that this *as a v-cd 
heirW |t was, Vyou nt&td all the 
numbers you wev-e give*. 



11. Answer: B 



You'll run into a lot of questions like this where a problem happens, a person has an issue, or the 
project runs into trouble. When this happens, the first thing you do is stop and gather information. And 
that should make sense to you, since you don't know if this change will really impact cost or not. It 
may seem like a huge change to the programmer, but may not actually cost the project anything. Or 
it may really be huge. So the first thing to do is figure out the impact of the change on the project 
constraints, and that's what answer B says! 
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12. Answer: B 

What formula do you know that has AC and EV? Right, the CPI formula does! Take a look at it: CPI = EV + AC. So 
whathappens if AC is biggerthan EV? Make up two numbers and plug them in! You get CPI that's below 1, and you 
know what that means... it means that you've blown your budget! 



12. If AC^CWP^te greater than your ^V (BCWPlT^hatdoes this mean? 



/ 



ttcv-c av-c mov-c o* those 
W-letW abbreviations. 
Pcmt v/ovv-y— you <Wt 
need "to memov-'tzje these 



If I write down all of the formulas on 
my scratch paper before the test starts, 
questions like this will be a lot easier! 



13. Answer: D 

This question gave you a definition and is checking to see if you know what it refers to. 
You should take a minute to look at each of the four possible answers and see if you can 
think of the definition for each of them. It's definitely worth taking the time to understand 
what each of these formulas and variables represents in real life! It will make the whole 
exam a lot easier. 



14. Answer: C 

This is a classic Red Herring question! The money you've spent so far is the actual cost. 
It's a simple definition question, wrapped up in a whole bunch of fluff! 




14. You are managing an industrial architecture project/You've spent $26,410 so faj)to survey, 



This is the ohly part *P the ^uestic 
matters-the rest is a v-ed taring. 



that 






15. Answer: A 



When you plug a bunch of values into a formula or computer program, and it generates an estimate, that's called 
parametric estimation. Parametric estimation often uses some historical data, but that doesn't mean it's the same as 
analogous estimation! 
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16. Answer: C 

You've been given a net present value (NPV) for each project. NPV means the total value that this 
project is worth to your company! It's got the costs- including opportunity costs- built in already. So all 
you need to do is select the project with the biggest NPV. 



17. Answer: C 

The Rough Order of Magnitude estimate is a very preliminary estimate that everyone knows is only 
within an order of magnitude of the actual cost (or ±50%). That means it can be anywhere from half the 
actual cost to one and a half times the actual cost! 



18. Answer: A 

You should definitely have a pretty good idea of how change control works by now! The change control 
system defines the procedures that you use to carry out the changes. And Control Costs has its own set 
of procedures, called the cost change control system. 



19. Answer: B 

You use the project Cost Performance Baseline 
to measure and monitor your project's cost 
performance. The idea behind a baseline is that 
when a change is approved and implemented, the 
baseline gets updated. 



I recognize this— a change is 
requested, approved, and implemented, 
and then the baseline is updated. So I'm 
using the cost performance baseline just 
like I used the scope baseline back in 
the Scope Management chapter! 



O 



20. Answer: C 

You should have the hang of this by now! Plug the numbers into the formula (CPI : 
spits out the answer. Sometimes the question will give you more 
numbers than you actually need to use-just ignore them like any 
other red herring and only use the ones you need! 



21. Answer: B 

If your TCP I is above 1, you need to manage costs aggressively. It 
means that you need to meet your goals without spending as much 
money as you have been for the rest of the project. 



EV-AC), and it 
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22. Answer: B 

If you are just starting to work on your project charter, it means you're just starting the project and you don't have 
enough information yet to do analogous, parametric, or bottom-up estimates. 

The only estimation technique that you can use that early in the project is the Rough Order of Magnitude estimate. That 
kind of estimate is not nearly as accurate as the other kinds of estimate and is used just to give a rough idea of how 
much time and cost will be involved in doing a project. 



23. Answer: D 

This question may have seemed a little wordy, but it's really just a question about the definition of TCPI. You're being 
asked to figure out where you need to keep your project's CPI in order to meet your budget. And you know it's the EAC- 
based TCPI number, because the question specified that you already gave him a forecast, which means you gave him 
an EAC value already. So now you can calculate the EAC-based TCPI number to figure out where you need to keep 
your C P I for the rest of the project. 



under budyt 
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Getting it right 




It's not enough to make sure you get it done on 

time and under budget. You need to be sure you make the 
right product to suit your stakeholders' needs. Quality means making sure 
that you build what you said you would and that you do it as efficiently as 
you can. That means trying not to make too many mistakes and always 
keeping your project working toward the goal of creating the right product! 
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defining what quality is 

What is quality? 

Everybody "knows" what quality is. But the way the word is used in everyday 
life is a little different than how it is used in project management. You manage 
quality on your project by setting goals and taking measurements. That's 
why you need to understand the quality levels your stakeholders believe are 
acceptable, and that your project meets those targets... just like it needs to 
meet their budget and schedule goals. 




tU do you lw rf this is a high quality 



< gtfJ*»A4l* 




^V^W^f* 




How can you tell a high-quality product from 


a low-quality one? 
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You weed more thaw just tests to figure out quality 

A lot of people confuse quality with testing. When projects run into quality 
problems, some project managers will respond by adding more testers to 
the project to try to find more bugs. But testing is only one part of the story. 
To know your product's quality, you need to do more than test it: 




The Blade Box lOOO™. 




Scenario 1 

Lisa presses the button, but nothing happens. 




Scenario 2 



Lisa presses the button and a voice comes out 
of the box that says, "You pressed the button 
incorrectly." 



Lisa, our iesier, is ^ 
the Bla^k Box lOOO™, bu-fc 
she isn't suve what she's 
supposed to be testing £», 





Scenario 3 

Lisa presses the button and the box heats up to 
628°F. Lisa drops the box and it shatters into 
hundreds of pieces. 

Hoy/ does Lisa know v/hi<* o£ these boxes is 
working and v/hidh -failed hev -test? 
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Once you know what the product is supposed to do, 
it's easy to tell which tests pass and which fail 



Testing is all about checking to be sure that the product does what it is 
supposed to do. That means that you need to have a good idea of what 
it is supposed to do to judge its quality. That's why the most important 
concept in defining quality for the PMP® exam is conformance to ^~ 
requirements. That just means that your product is only as good as the 
requirements you have written for it. To say that something is a high quality 
product means that it fulfils the requirements your team agreed to when you 
started the work. 



BLACK BOX 3000™ 
Specification Manual 



The 8B3K™ is a heating element for an 

industrial oven 

BB3K™ mustheatup to exactly 628°F in 

0.8 seconds 

BB3K™musthavealarge,easy-to-press 

button 



That's why jettihj the Collet 
Ke<\u.ve«,ents process vigh-t is so 
"*>povta»t/ 



Quality is the 
measurement of 
kov closely your 
product meets its 
requirements. 



The spet lists all of -the 
v-e«\uiv-emeivb that must be 
met by the product 



Scenario #3 was the test that passed! 
The product looks like it's conforming to 
that requirement. But scenarios 1 and 2 
could be defects. I don't see anything 
about them in the spec. 



Kov/ that she b>o*« wbat sbe .s 
supposed to be test** **, Lisa 
ta««Porto»^atbebaviov- 
v,as dovvett a«d wbat **»*• 
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Quality up close 



There are a few general ideas about quality that will help you understand 
a little better where the PMP exam is coming from. A lot of work has been 
done on quality engineering in the past 50 years or so that was originally 
focused on manufacturing. Those ideas have been applied to product quality 
over lots of different industries. Here are a few concepts that are important 
for the exam. 



Customer satisfaction is about making sure that the people 
who are paying for the end product are happy with what they get. 
When the team gathers requirements for the specification, they try to 
write down all of the things that the customers want in the product so 
that you know how to make them happy. 

Some requirements can be left unstated, too. Those are the ones that 
are implied by the customer's explicit needs. In the end, if you fulfill all 
of your requirements, your customers should be really satisfied 




ywur i 

r~^ Mo al 

<0 * he,ri 



CusWr heec |s should be 
J-Htto, dow» as ttyfrtHtxk 
be+ove you star* h> build 
your product Thai way, you 
fan always ? U w bui |d m ' 
'9hi -thmg. 



So*e «<\u^ts a« just to^o, 

k-,IUyou-lt/i"jH^W^d,b^ 



rs. Kills you- i v , iji ii i , 

r\^_^it's defcwWy a «««**"*•« 



Fitness for use is about making sure that the product you build 
has the best design possible to fit the customer's needs. Which would 
you choose: a product that's beautifully designed, well constructed, 
solidly built, and all-around pleasant to look at but does not do what 
you need, or a product that does what you want despite being really 
ugly to look at and a pain in the butt to work with? 



You'll always choose the product that fits your needs, even if it's 
seriously limited. That's why it's important that the product both does 
what it is supposed to do and does it well. 

This idea tame &om a ^aliiy 
theorist *a*cd Joseph Ju ra*. 





Y * £ould pound in a 
nail with a sdv-ewdrivev-, 
but a harder is more 
tit -for the \ob. 



Conformance to requirements is the core of both customer 

satisfaction and fitness for use. Above all, your product needs to 
do what you wrote down in your requirements specification. Your 
requirements should take into account both what will satisfy your 
customer and the best design possible for the job. 



In the end, your product's quality is judged by whether you built what 
you said you would build 

Quality is a measure o-P 
how well your product 
docs what you intend. 




Phillip Crosby made this idea 
popular in the early 1180s. Its 
been really important to quality 
engineering ever sinCc 



Jform'm^ 




That »*ans 6o * 



^feotV* stated a*J 
^Wedverrements. 



Download at Boykma.Com 



you are here ► 



395 



high-quality, low-grade 





It's easy to mistake a low-grade 
product for a low-quality one. 

When people talk about the quality of their 
car or their meal, they are often talking 
about its grade. You can judge something's 
grade without knowing too much about its 
requirements. But that's a lot different than 
knowing its quality. 



duality vs. grade 



You can eat a lobster platter for dinner, or you can eat a hot dog. They are 
both types of food, right? But they have very different tastes, looks, feels, and 
most importantly, cost. If you order the lobster in a restaurant, you'll be 
charged a lot more than if you order a hot dog. But that doesn't mean the 
lobster is a higher-quality meal. If you'd ordered a salad and got lobster or a 
hot dog instead, you wouldn't be satisfied. 



/ — \__ Quality "*a*s that sometW^ docs 
^ """ v/hat you needed it -to do. 3rade 
esdribes hov/ ^eM peop le value it- 



destv-i 



^ 




The lobster U a M^-yade «*al; -tKeVwt 
d<* is a U-yade «*• M to* ' « ^ 
U <\«^Y * y* anally waited a salad 



^9^-^ stuff ^ „ , 

*** but Just b^us^^ 

^iyou,«dittodo. ^ 
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en your pencil 



Take a look at each of these situations and figure out if they're 
talking about quality or grade. 



1 . You ordered mushrooms on your pizza, but 3. The pizza arrived, but it had canned 
you got onions. mushrooms. 



| | Quality 



□ Grade 



2. You called the pizza parlor to complain and 
the guy yelled at you. 



| | Quality 



□ Grade 



| | Quality 



4. The pizza was cold. 



| | Quality 



□ Grade 



□ Grade 



5. You just got a brand new luxury car that cost 7. Your neighbors make fun of you because 
a whole lot of money. your chrome hubcaps aren't very classy... 



| | Quality 



□ Grade 



| | Quality 



□ Grade 



6. But it's in the shop every two weeks. 
| I Quality Q Grade 



/ou probably didn't tell the salesr»a* you 
needed thenar h> work, but you expend 
it to. That's a^ unstated v-e«\uirerKe*t. 




8. . . . even though they do a great job of 
protecting the wheels from dirt, which is why 
you bought them in the first place. 



| | Quality 



□ Grade 



i^iswersonpage430. 




ftlVfcM 



We've talked about how you can't just test the product to figure out its quality. Can you think 
of ways that you can make a product's quality higher? 
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"An ounce of prevention../' 

It's not enough to go to the dentist to get your cavities filled. You 
need to brush your teeth every day The same goes with product 
quality If you focus on preventing mistakes on your project before 
they happen, you are more likely to get the product done on time 
and without spending too much money 

10% <£ the black bo*« have WtW 
that stitk *he« Y " ?*** i)nen " 




Wken it comes to 
delects, prevention 
is always better 
than inspection! 



We could hire a lot more inspectors to check to see if each of the 
products has a sticky button and send it for repair. . . 



And that's why you need the three 
Quality Management processes! 

There are three processes in the Quality 
Management knowledge area, and they're all designed 
to make sure that you and your team deliver the 
highest quality product that you can. 

Plan Quality is like the other planning 
processes you've learned about — you create a 
Quality Management Plan to help guide you and 
your team through quality activities. 



Or we could change the design 
to make the button a millimeter 
smaller and eliminate the problem 
altogether. 



O 



Perform Quality Control is the 

Monitoring & Controlling process where you 
look at each deliverable and inspect it for defects. 



Perform Quality Assurance is where 

you take a step back and look at how well your 
project fits in with your company's overall quality 
standards and guidelines. 
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ExettciSe 



Which of these activities are prevention, and which are inspection? 



1. You find that 40% of the sneakers your factory makes have the left foot insole put 
into the right shoe and the right insole put into the left shoe. So, you print an L on the 
underside of the left insole so that factory workers can tell them apart more easily. 



I | Prevention Q Inspection 



2. The applications being built by your programming team have lots of bugs. So you 
add extra test cycles and make them longer and more intensive to try to find more 
problems before you ship. 



I j Prevention Q Inspection 



3. The applications being built by your programming team have lots of bugs. So you 
write up coding standards that will guide everyone in building the product with more 
attention to quality. 



I | Prevention Q Inspection 



4. Some of the black boxes being built at the factory are only heating up to 500 degrees 
when the button is pushed. So you set up an automated button presser to press each 
one and measure its temperature as it comes off of the assembly line. 



| | Prevention Q Inspection 



5. You set up code reviews at important milestones in your project to catch defects as 
early as you can. 



I | Prevention Q Inspection 



6. The programmers on your team write unit tests before they write the code for the 
application they're writing. That helps them to think of ways that the application's 
design might go wrong and avoid major pitfalls. 



I | Prevention Q Inspection 
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ExeRctSe 
Solution 



Which of these activities are prevention, and which are inspection? 



1. You find that 40% of the sneakers your factory makes have the left foot insole put 
into the right shoe and the right insole put into the left shoe. So, you print an L on the ?T" 
underside of the left insole so that factory workers can tell them apart more easily. 

r/n I.- | — | . .. The Wherc is o« making swve that I>o 

H P revention Q Inspection ^ ^^ ^^ ra{MtY ^ w U^ 

them. 

2. The applications being built by your programming team have lots of bugs. So you 
add extra test cycles and make them longer and more intensive to try to find more 

problems before you ship. ^ Cakhihj the bugs a^ter they've bee* 

_ _^ 1$ ih tte Y+odufhZi the most 

□ Prevention [^f Inspection eUteient way to deal with this problem. 

It will dost more mo*^ a*d take U 9 er. 

3. The applicatianL^^^ by your programming team have lots of bugs. So, you 
write u^coding standards^Hnat will guide everyone in building the product with more 

attention to quality: p— TWls IS a mut h better way <£ dealing Witt 

/ the same problem. It Wes on making sure 

3^ p revention □ Inspection the buy never make it into the software 

rather than £mdi*5 them and +i^»^9 them. 

4. Some of the black boxes being built at the factory are only heating up to 500 degrees 
when the button is pushed. So you set up an automated button presser to press each 
one and measure its temperature as it comes off of the assembly line. 

□ P revention [Vf Inspection This one is also -focused o* -fmdmj the 

problems ot\tt they Ve in the product- 

5. You set up code reviews at important milestones in your project to catch defects as 
early as you can. 



Q^ns 



I | Prevention Qj Inspection 



6. The programmers on your team write unit tests before they write the code for the 
application they're writing. That helps them to think of ways that the application's 
design might go wrong and avoid major pitfalls. 



Prevention Q Inspection 
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Plan Quality is bow you prevent defects 

Since prevention is the best way to deal with defects, you need to do a lot of 
planning to make sure that your product is made with as few defects as possible. 
The Plan Quality process focuses on taking all of the information available 
to you at the beginning of your project and figuring out how you will measure 
your quality and prevent defects. 



quality management 



m proce 



Planning 
process group 



Your tetany should have 

a nualfy policy that tells 
how it measures o^ahty 
across the organization, 
you should make sure 
your project follows the 
£ompa h y policy. 



Any Company or governmental 
rules oy regulations on now 
7 ou need to plan quality &r 
Your project are Considered 

enterprise environmental 

-factors. 



Here's where you -find out 
how much money you tat\ 
spend. 





This lets you know how 
*uch time is available -for 
quality activities 



Enterprise 
Environmental Factors 



Organizational 
Process Assets 




Here's where all the 
deliverables are listed 
and any thresholds -for 
Cost, scope, time, or 
quality a^ written out- 



Risk Register 

Risks that have been identified 

will help Y°* * md ^ C ft"* 
where quality "^ suWer. 



j 



Stakeholder 
Register 



The Stakeholder 
Register tells you who 
o-f your stakeholders 
have av\ interest in 
particular ^uaity 
requirements. You'll 
learn all about it in 
Chapter 10. 
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Plan Quality tools 



How to plan for quality 



You need to plan out which activities you're going to use to measure the quality 
of the product of your project. And you need to be sure that the activities you 
plan are going to pay off in the end. So you'll need to think about the cost 
of all of the quality-related activities you want to do. Then you'll need to set 
some guidelines for what you're going to measure against. Finally you'll need 
to design the tests you're going to run when the product is ready to be tested. 




Js 



Cost-benefit analysis is looking at how much your quality 
activities will cost versus how much you will gain from doing them. 
The costs are easy to measure; the effort and resources it takes to 
do them are just like any other task on your schedule. Since quality 
activities don't actually produce a product, though, it is harder for 
people to measure the benefits sometimes. The main benefits are 



less rework, higher productivity and efficiency, anymore satisfaction^ 
from both the team and the customer. 



Benchmarking means using the results of Plan Quality on other 
projects to set goals for your own. You might find that the last project 
your company did had 20% fewer defects than the one before it. You 
would want to learn from a project like that and put in practice any of 
the ideas they used to make such a great improvement. Benchmarks 
can give you some reference points forjudging your own project 
before you even get started with the work. 





Tha-t makes se*se. A -team 
-that is *ak^ a WijVi «y*ar*y 

p-odvtt Will kc realty ?™ud 

Jc -bhe'iv- v/ov-k. 



Design Of experiments is where you apply the scientific method to 
create a set of tests for your project's deliverables. It's a statistical method, 
which means you use statistics to analyze the results of your experiments 
to determine how your deliverables best meet the requirements. A lot of 
quality managers use this technique to produce a list of tests that they'll 
run on the deliverables, so they have data to analyze later. 

Flowcharting means coming up with a graphical depiction of 
the the process you're doing so that you can anticipate where quality 
activities might help you prevent defects. 



: 



^sisusuall^aWed 
test fW'wty 



Control charts are used to figure out which processes in your 
company might be having quality problems. They're used for measuring 
the performance of activities that are done over and over. 

P rope ri eta ry techniques are process frameworks and methodologies 
that project managers use to improve quality. (Don't worry, the PMBOK® 
Guide doesn't contain a list of them that you need to memorize.) 
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Cost of quality is what you get when you add up the cost of all 
of the prevention and inspection activities you are going to do on your 
project. It doesn't just include the testing. It includes any time spent 
writing standards, reviewing documents, meeting to analyze the root 
causes of defects, rework to fix the defects once they're found by the 
team — absolutely everything you do to ensure quality on the project. 

Statistical sampling is when you look at a representative sample 
of something to make decisions. For example, you might take a look at 
a selection of widgets produced in a factory to figure out which quality 
activites would help you prevent defects in them. 

There are additional quality planning tools 

that project managers might use: 




• Brainstorming (which you'll learn all about in Chapter 1 1) 

• Affinity diagrams (which you learned about in Chapter 5) 

• Force field analysis is how engineers analyze structures to see what forces affect their use 

• Nominal group techniques mean brainstorming with small groups, and then working 
with larger groups to review and expand the results 

• Matrix diagrams are tables, spreadsheets or pivot tables that help you analyze complex 
relationships 

• Prioritization matrices let you analyze multiple issues and prioritize so you can attack the 
important ones first 



o^ ^ality °» a11 <* 7 J J .^ | css tha* 

the others are, so you 63*^7 r J 
u^> *fco sniA-Wr- 



Don't worry, you <Wt 
need "to know how -fco use 
"these tedhni^ues to y^ss 
the P/1/IP c%aJ 




Read each of these scenarios and identify which tool or technique is being used. 



ExeftciSe 



, You look through your company's asset library and find that a recent project was able to reduce defects by 20% by 
inserting defect prevention meetings early in the construction phase. You put the same process in your quality plan and 
set the target for shipped defects to be 20% lower than the company average for your project. 

Tool/technique: 



2. You add up all of the costs projected for quality activities and track that number in your quality plan. You use this 
number to gauge the health of your project compared to other projects in your company. 

Tool/technique: 



3. You write up a list of all of the tests you are going to run on the Black Box 3000™ when it rolls off the assembly line. 
You determine what kinds of failures might cause you to stop testing, what it would take for you to resume test activities, 
and requirements that the product would need to fulfill to be considered accepted into test. 

Tool/technique: 
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make a plan 

The quality management plan gives you 
what you need to manage quality 

Once you have your quality management plan, you know your 
guidelines for managing quality on your project. Your strategies for 
monitoring your project quality should be included in the plan, as well 
as the reasons for all of the steps you are taking. It's important that 
everyone on the team understands the rationale behind the metrics 
being used to judge success or failure of the project. 



Outputs 




The Quality Management Plan is the main 
output oJP Plan Quality- lt' $ a sub-pla* °$ toe 
projedt management plan. ] 



A metric is just 
a humber you use 
"to measure your 
product's quality 



£ven though 
this number is 
^ art of Time 
Management you II 
oken measure it 
myour quality ^ 

^an because it's 
fart o£ dustomer 
satis-fadtion on 

the f v-ojedt- 



The Quality Management 
Plan is the main too l lor 
preventing defects on 
your project. 



BLACK BOX 3000™ 
Quality Management Plan 

Project Background: 
Goals for Project Metrics: 



Metric 



[Schedule Variance* 



Goal 



<5% 



Defect Density 



\0 High Priority 
2 Medium Priority 
5 Low Priority 
(defects per 

I thousand black 



Rationale 

fiecaase shipments 
of black boxes are 
planned with clients 
in advance, very 

I few delays are 

1 acceptable. 

Defect repair is 
extremely costly We 
need to get as many 
products shipped 
as possible on the 
\ first try 



How we'll do it 

Track any activities 
that might cause 
delays. Use 
extra resources if 
necessary to meet 
' the deadline. 

Set up defect 
prevention activities 
early in the process. 
Monitor the results 
of inspections and 
adjust if necessary 



Defect Prevention Plan: 
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Outputs 




Checklists are there to help people head off mistakes that might cause 
defects. You can create checklists to avoid common errors as part of your Plan 
Quality process and then put them to use throughout your project as a defect 
prevention technique. Checklists can also be used for inspecting products to 
be sure that they display specific characteristics. 




This r»ea hS y ou hCC( j 
-to "think about r»ove 
"than just building J^ 
ihe y+odut o-P the f 
proicfit /ou also need 
"to think about how 
your £or»pa h y does a || 
o+ "'is projects. 



Process Improvement Plan is a plan for improving the process 
you are using to do the work. In it, you come up with strategies for finding 
inefficiencies and places where the way you work might be slowing you down 
or creating a low quality product. You set goals for how you can monitor the 
process during your project and make recommendations to make it better. 






H 



The Stakeholdev- 
Rejistev- might need to 
be updated i-f you -f ind 
new stakeholders in 
the towsc o\ planning 
quality activities. 




Quality Metrics are the kinds of measurements you'll take throughout 
your project to figure out its quality. If you're running a project to install 
windows in a skyscraper, and 1 5 % of them have to be reinstalled because 
they were broken, that's an important metric. You'll probably want to work 
with your company to bring that number down. 

Here's where you document how you'll be figuring out the product's quality. 
You need to write down the formulas you'll use, when you will do the 
measurements, why you are taking them, and how you will interpret them. 



Project Document Updates might need to be made because you 
have found new information in the course of planning your quality activities 
that affects one of the other plans you've already made. That's why this 
process includes an output for making those kinds of changes. 



Stakeholder Register 
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* 






Match each Plan Quality output to its description. 



Quality Management Plan 

Process Improvement Plan 

Quality Checklists 
Quality Metrics 



VL- Why do you need to track the cost 
of testing? 

r\. You mean Cost of Quality, right? 
Cost of Quality isn't just the cost of testing. 
It's the cost of all of your quality activities. 
Even preventive activities like spending time 
writing checklists and standards are part of it. 
The reason you track Cost of Quality is that 
it can tell you a lot about the health of your 
project as a whole. 

Say you find you're spending twice as much 
on quality activities as you are on building 
your product. You need to use that number 
to start asking some questions about the 
way the work is being done. 

Are people not doing enough up front to 
prevent defects and adding a lot of expensive 
test activities atthe end of the project to 
compensate? Is the design not clear, so your 
team needs to do a lot of re-work trying to get 
whatthe customer needs? There are many 
reasons that could be causing a high cost of 
quality number, but you wouldn't even know to 
ask about them if you didn't track it 

406 Chapter 8 



Helps you t° make sure iJictt ecicji 
deliverable Is up ±9 iKe project's standards. 

Helps you to plan out all of your 
cpallfy activities 

Describes Ko\v you'll measure a particular 
attribute o£ a deliverable during testing. 

Helps you change tKe way you work 

for tie better. 



_ tiereiare no 

Dumb Questions 

VL- How do you know your benchmarks 
before you start building? 

r\. That's what your Organizational 
Process Assets are for. Since your company 
keeps a record of all of the projects that 
have been done over the years, those 
projects' quality measurements can help you 
get a gauge on how your project will perform 
too. If your company knows that all of the 
projects in your division had a cost of quality 
that was 40% of the cost of the overall cost 
of development, you might set 40% cost 
of quality as a benchmark for your project 
as well. Your company might have stated a 
goal of having a schedule variance of plus or 
minus 10% on all projects for this calendar 
year. In that case, the schedule variance is a 
benchmark for your project. 



VL- I don't really have good 
requirements for my projects because 
everyone on the team starts out with just 
a good idea of what we're building. How 
do I handle quality? 

r\. You should never do that. Remember 
how you spent all that time collecting 
requrements in the Collect Requirements 
process? Well, this is why you needed them. 
And it's why it's your responsibility to make 
sure that the project starts out with good, 
well-defined, and correct requirements. If 
you don't have them, you can't measure 
quality— and quality is an important part of 
project management. 

Without requirements, you have no idea 
what the product is supposed to do, and 
that means you can't judge its quality. You 
can learn a lot about a product by testing 
it, but without knowing its requirements, a 
product could pass all of its tests and still not 
do what the customer expects it to do. So 
having good requirements really is the only 
way to know whether or not your product is 
high quality. 
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Inspect your deliverables 



It's not enough to inspect the final product. All of the things that you make 
throughout a project should be looked at to find bugs. In fact, the earlier you find 
them, the easier they are to fix. The Perform Quality Control process is all 

about inspecting work products to find defects. 




Monitoring 
fr Controlling 
process group 



LAST WEEK 



Usa looked 
for dektb 

as -tfce/ *«« 

She also inspected the 
blueprints for the Black 
Dox when they were 
designed. 





TODAY 



Ua ^kes a good look at a 

£»pleo{ all onhepv-od.dk 
that av-e about to be shipped to 
Black Box 30 00 ™ C X P 



omcv-s. 





Quality Control is in the Monitoring & Controlling process 
group. Like Scope Control and Cost Control, you look at the work 
performance information that is coming from your project and 
compare it to your plan. If there are problems, you recommend 
a change. That zvay you can either fix the problem or make 
sure that it doesn't happen again. 




ttlvfcbtf 



How would you use your checklists and metrics to 
inspect all of the deliverables and find defects? 
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Use the planning outputs for 
Perform Quality Control 

You've come up with a plan to make sure each 
deliverable is right. Now it's time to monitor the work 
that's being done to the requirements — and that's just 
a matter of following your plan! You'll need to look 
at everything that is being produced and make sure 
that it stands up to all of the requirements that have 
been gathered. And you'll need nearly everything you 
produced in Plan Quality in order to get a handle on 
your product's quality. 



Metrics make it easy 
lor you to check how 
well your product 
meets expectations. 



You'll use ArfUj* ^ff 
m 7 ouv deliverables. 



Deliverables ave the tbinjs you 
inspect £tu# like black bo*es, 

specifications, ov buttons. 







" ake be ^ j-^-ort. about it 



Deliverables 



Project Management Plan 



Quality Measurements Qua | ity 

Checklists 1 > Metrics 




Work Performance 
Measurements 



This dot^c^t describes 

youm appv-oa^h -to 
iwpcrtioh-what you'll 
^adc a*d whai youVc 
shoohv\§ -for. 



Inputs 




Organizational 
Process Assets 



tteres *tare ^ 



11 W 




V our tom^y* -e 1 */ J 

^-ojcfrt yak- 



Approved Change 
Requests 
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The seven basic tools of quality 

These charts and tools are so common in quality control that 
they have a name. They're called the seven basic tools of 
quality. Expect a bunch of questions on these in the exam! 



^ 



Is 




1:20am 



11:40am 



12:00pm 



Control Charts are a way of visualizing how processes 
are doing over time. Let's say that the button on each black 
box needs to be between 7.5 and 9.5 millimeters tall, and the 
chart above represents sample height measurements of boxes 
being made. We want the boxes to all be between 7.5mm and 
9.5mm. The lower control limit of the chart is 7.5mm, 
and the upper control limit is 9.5mm. The chart above 
shows control limits as dashed lines. The mean is the solid 
line in the middle, and it shows the average height of all of the 
buttons in the sample. By looking at the chart above, you can 
see that there are a lot of buttons that were taller than 9.5mm 
manufactured and only one that was shorter than 7.5mm. 
When a data point falls outside of the control limits, we say 
that data point is out of control; and when this happens we 
say that the entire process is out of control. 

It's pretty normal to have your data fluctuate from sample to 
sample. But when seven data points in a row fall on one side 
of the mean, that's an uncommon enough occurrence that 
it means your process might have a problem. So when you see 
this, you need to look into it and try to figure out what's going 
on. That's called the rule of seven, andyou'll definitely see ^c 
questions about it on the PMP exam. \ 

W\\tn youVe look'm^ a-b i\\t whole prodess, 
•bha-b's dallcd Q*a\\bf fcswaut-and it's 

doming uf v>e%"C- 



These Poih-b art showing -the 
Rule of Seven AKD thai iWis 
p\rodess is o*i o( dohtv-ol. 

There are three lines o» a dorrbrol 
dhart The first one is the uPPer 
dontrol limit 

Mean-the average height m your 
sample of buttons. 

The lower tov\bro\ limit is the 
last line. This one represents 
the shortest that you want the 
^20pm k-tUskbe. 

The vertidal "fishbone 
„ lines are dategories to help 
you find and organize the 
ot dauses of def edts. 




Machine 



Machine cuts wrong size 




Worizontal lines 
show the \-ooi 
ta^s y ou ' vc ^ OUhd 

for eadh dategory. 



Mistake in 
jnachine operat ion ^ 

Worker 



Buttons 
"^ Stick 

Bad plastic 



Materials 



Fishbone or Ishikawa Diagram 
Cause and effect diagrams are also 

called Fishbone and Ishikawa diagrams. 
They are used to figure out what caused a defect. 
You list all of the categories of the defects that 
you have identified and then write the possible 
causes of the defect you are analyzing from each 
category. 

Fishbone diagrams help you see all of the 
possible causes in one place so you can think 
of how you might prevent the defect in the future. 
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more quality tools 



Pareto charts, flowcharts, and histograms 



TV* bars S ^ 0>N * °^ defers m 
'&l\\ da-tcjovy, a»d ^c lmc_-tclU 
you -the dumula-tWe pcvdcr^tajcN 

r 



^ 



is 




The y-axis labels 
oh -the le-P-fc av-c 
-for -the bav-s, 

3*d the Ohcs oh 
"the Hgh-fc av-c -Pov- 
"fche lihe. 



This ? arfefcuU Pa^Jo 
thart divides deJrerts 
• iw b> s\* Mfteyries, 

,W,dh avc aUays 
ordered W "><« to 

,easb defeats Wd 



ParetO Charts help you to figure out which 
problems need your attention right away They're 
based on the idea that a large number of problems 
are caused by a small number of causes. In fact, that's 
called the 80/20 rule— 80% of the defects are 
usually caused by 20% of the causes. Pareto charts 
plot out the frequency of defects and sort them in 
descending order. The right axis on the chart shows 
the cumulative percentage. For the example here, the 
most defects are caused by scope issues. So, improving 
the way projects are scoped would be the best way to 
prevent defects in upcoming projects. 




Flowcharts let you show how 
processes work visually. You can use 
a flowchart to show how the tasks in 
your project interrelate and what they 
depend on. They are also good for 
showing decision-making processes. 

The example on the left shows a high- 
level view of a software development 
process. First, the high-level scope is 
decided, then the requirements, and 
then the design. After design there 
is a decision to be made: Does the 
design pass a review? If yes, then 
move on to the build phase; if no, 
there's still some design work to do. 
After the build process, the product 
needs to pass its unit tests to make it 
into the test phase. 

The flowchart helps you to see how 
all of the phases relate to each other. 



TWiswoduttH>ablY's»t 

*<& buy Mat le*t Y«. 
«*. that t»* l*tf*ro> tall 



know toat to' 

tvitital! 



\V 60.. 

50.. 



££t fall ihis a 
'"tart"' /n the 
P/WP world, a bar 
fart is anothe*- 
►>ar» e £». a cja»tt 
t\\i\-i, whith is a 
ki»d of pvojedt 

"1 

^e PMdOm fade 
does v-c-fc 



60. 


■ 


50. 








40. 


n 






30. 


■ i-i 






20- 


■ n 






10- 


fllllnl 


M 





s£hedul< 



Critical High Med Low 

Histograms give you a good idea 
of how your data breaks down. If 
you heard that your product had 158 
defects, you might think that they 
were all critical. So looking at a chart 
like the one above would help you 
to get some perspective on the data. 
A lot of the bugs are low priority. It 



_ _ _ r ™_ ™_ w __ __. it as lwt Wi L11 ^ wugo ai ^ 1WVV p lum ^, ^ 

Sometimes the way you are working is ° -fifti&al bar £har- fc," looks like only 28 or so are critical 
responsible for defects in your product. *° y° u ™$ii sec that Histograms are great for helping you 
Flowcharts help you get a handle on * you ruiglyfc to compare characteristics of data 

the way you are working by showing ** a '7 sc * the term and make more informed decisions. 

bar chart 



you a picture of the whole process. 
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Row charts and scatter diagrams 



60. 




■ ■ 


50. 
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40. 




L l\/ 
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10am 11am 12pm 1pm 2pm 3pm 



^ 



Is 



Run charts tell you about trends in your project by 
showing you what your data looks like as a line chart. If the line 
in the chart were the number of defects found in your product 
through each quality activity, that would tell you that things 
were getting worse as your project progressed. In a run chart, 
you are looking for trends in the data over time. Does it seem to 
be going up or down as the project progresses? Is there a steady 
climb or a spike when a particular activity occurs? 




WWe* U* •* jB<r °* 



test*?*** ***»{• A 



More quality control tools 

Inspection is what you're doing when 
you look at the deliverables and see if they 
conform to requirements. It's important to 
remember that you don't just inspect the 
final product. You also look at all of the 
deliverables that are made along the way. 



Scatter diagrams show how two different types of data 
relate to each other. If you worked with your test team to create 
a bunch of new tests, you might use a scatter diagram to see 
if the new test cases had any impact on the number of defects 
you found. The chart here shows that as more test cases pass, 
fewer defects are found. 



Itlvfct* 




The seven basic tools are all about charting 
defects. Why do you think that would be 
useful in Quality Control? 



It's hot chough -to 
+i* detecU / ou hccd 
*° be sure that they 
<W-fc ta^Ase *»ore 
dan 



Approved change request review j£* ~* *e/« 

is when you inspect a repaired defect to be *r I 

sure that it is actually fixed. \ 



Statistical sampling helps you 

make decisions about your product without 
looking at each and every thing you make. 
Lisa is responsible for the quality of the 
Black Box 3000™, but there's no way she 
can inspect each one as it comes off the 
assembly line. It makes sense for her to take 
a sample of the products and inspect those. 
From that sample she can learn enough 
about the project to make good judgments. 
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te 



ExenciSe 



Answer the questions about the Black Box 3000™ using the Quality Control Charts below. 



Which root cause is responsible for the most defects in 
the project? 




What is the lowest priority area for defect prevention? 



What is the cumulative percentage of Machine, 
Materials, and Design defects? 



Machine Matcnds Design Worked 



defects and testers 



:: ♦ * = 

D \ . . . . 



10 10 30 



i l> SO ftp 

delects fain) 



?Q 60 90 iaa 






Did adding more tests find more bugs? 



Looking at this chart, should you continue to add more 
tests to the project? 



Where did you see the biggest increase in defect 
detection? 
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How many machine defects were found? 



How many defects were caused by workers? 



How many total defects are shown on this chart? 



Average Temperature Readings 




Circle the data points that make up the rule of seven. 



Is this process in control? 



What's the mean temperature reading? 



What's the upper control limit? 



What's the lower control limit? 
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Answerthe questions about the Black Box 3000™ using the Quality Control Charts below. 



E&ftct$e 
Solution 




Yo« ^ e to »ost mt^dMb- So, tot's 

to root M-se ycAoJdUkle +•«•> 

Which root cause is responsible for the most defects in 
the project? 

Machine ^ 



What is the lowest priority area for defect prevention? 

Workers 



Machine 



Matcnds 



Design 



Workers 



defects and testers 



What is the cumulative percentage of Machine, 
Materials, and Design defects? 

90? 

Smte you do«'t Have verv 
„,a«Y *,otov-«lated defects, 
to/« to lowest priority 



£r 



-y 



^^ 



£ov- improvement -basks. 



The W between Z and 5 *as 
the latest so that's *heve *e 

tod the tamest j^?^^* 6 ^ 
detection. 



10 10 30 



4 >'■• SO 60 

defects round 



7Q 



&D 



H 



iaa 



Did adding more tests find more bugs? c 

Looks like the number ok 

YCS «£T_ defeats Und ke ? t in*reasin$ 
as you added move tests. 

Looking at this chart, should you continue to add more 
tests to the project? 

Yes 



Where did you see the biggest increase in defect 
detection? 

3 tests 
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+,IU vou Koy. b.<\ the dataset is. 



How many machine defects were found? 

1.4 

How many defects were caused by workers? 

$ 

How many total defects are shown on this chart? 

31 



■tells you how V>»5 



Average Temperature Readings 




/ / y / / j / / / / / / / / / • 



Circle the data points that make up the rule of seven. 



Looks l\kc there's sometM ™"& 
m****** *** There « seven 
data ? omts m a row that are cm 
the lower side o£ the mean- 



The lower lir*it is the 

bottom I'me and the 

**tdiY\ is in the middle 



The ? omts both above and 
Is this process in control? below the dontrol Wts 
^^-^ telUs that the frodess is 

NO (^ put.o^.^trol. 

What's the mean temperature reading? 

628.6 



What's the upper control limit? 

MM 

What's the lower control limit? 

627 



you are here ► 415 



Download at Boykma.Com 



/v 



-V 



A- 



Question Clinic: The "Which-Owe" Question 





You'll see a lot of questions on the exam 
that describe a situation and ask you to identify the 
tool, technique, or process that's being used or is most 
appropriate. Luckily, process of elimination is really useful 
when you see a "Which-One" question. 



The ruh£hav-t just -tells 

you trends, ay>d "that's hoi 
what youVe looking £>r. 

£jetti»3 t\osvc... the 
his-togvam will show 
you date^ov-ies, but 
not importance- 



83. You're managing a project to install 13,000 hght 
switches in a new strip mall. You hire a team of 
nsLtors to help your lead electric.an find any 
defective light switches. They check a sample o 650 
SSL. and find that 15V. of them are > defect. 
You ask vour lead electrician to produce a chart that 
show you toese defects, broken down by category, 
and show" in order of importance. Which quality 
control tool will show this information? 
*A. R lite of seven 
B. Run chart 
-yC. Histogram 
f\)\areto chart 



\ 



/V 



Aha! Th\s is what a Pare-to 

thart is -for. It shows yoiA 
categories o\ de-fetts, 
and which category is the 
most important betake it 
has the most de-Cetts. 



When you think about it, all questions 
are "Which-One" questions... but when the 
question asks to choose one item from a list of 
four really similar or related things, then that's 
when you really get to work your way backward 
and start eliminating them one at a time. 
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-V 



UBS 



Fill in the blanks to come up with your own "Which-One" question! Start by thinking of the correct 
tool and then figure out three really similar answers that sound right, but can't be because the 
question gives more specific details allowing you to eliminate the wrong ones. 



You're working on a 
measure 



(Jjncl ©f p©jec{) 
($met}rjt]g y&ft measure ©n k"pr©jecf) 



project, and you want to 



.Which of the seven basic tools of 



quality is best for doing that? 



(an ©b\feu&iy w-r©ng {©©Jj 




(temefjtfag {R Wt fcfe©] a£ a[D 



(an©fh^ inc©rrec{ {©©]) 



(P tighf Sw) 



3oin the ftead first MP community at http://vww.headfirstlabs.com/PMP 

a 1 You can add your ftead Libs answer, and see what ftead Libs other project managers 
^^^ came up with! 



-v 



^\ ,- 
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finding and fixing defects 



Quality control means finding and correcting defects 

When you look for bugs in your deliverables, you produce two kinds of 
things: outputs from the inspections and outputs from the repairs you've 
made. All of the outputs of the Perform Quality Control process 

fall into those two categories. 



Outputs 




# 



Quality Control measurements are all of the results of your That's Lon\Y\$ up 

inspections: the numbers of defects you've found, numbers of tests _ • iy^ c Quality 

that passed or failed — stuff like that. You'll use them when you look /^ Assurance prodess. 
at the overall process you are using in your company to see if there That's next' 

are trends across projects. 




\£> ^ You mtyWl * ccd 

to update 
templates tar 
Quality metres 
or dhedklists. 



Organizational 

Process Assets 

Updates 




Lessons Learned Updates are where you keep a record 
of all of the major problems that you solve in the course of your 
project so that you can use them later. 



Completed Checklists are records of quality activities that 
are performed through the course of the project and what happened. 
It's a good idea to keep records of the results of reviews and quality 
tests. 



There s just one output here, Organizational 
Pvodess fastis Updates. You'll store your \cssohs 
learned and records o£ your Completed dnedklists 
in your Organizational ?rotcss Asset library. 



Project management plan 

updates You may need to update the 
Quality Management Plan and the Process 
Improvement Plan, which are both sub-plans 
of the Project Management Plan. 





You w'^ht need to 
update the PM Pla* 
because o£ what you 
Jfmd in Quality Control 



Project Management Plan 
Updates 
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Validated deliverables and validated changes are 

two of the most important outputs of Perform Quality Control. 

Every single deliverable on the project needs to be inspected to make 

sure it meets your quality standards. If you find defects, the team 

needs to fix them — and then those repairs need to be checked, to 

make sure the defects are now sfone. , p. . » j 

Men youve A-mishcd 

First the tea* j. »*re*ti*5 Y»# yrodtfi 

i*spe£-b every X^s. ^^^^^. 7 ou ^^ OY/ ^ c ^ c,r 0,r 

deliverable k> -find /^S^^\v I ■ ** Y ouV " ^* CS ^^ 

ddctis -tha-t heed 
"to be -fixed. 



Validated Defect 
Deliverables Re P ajr 





Change Requests are recommended or preventative actions 
that also require changes to the way you are doing your project. 
Those kinds of changes will need to be put through change 
control, and the appropriate baselines and plans will need to be 
updated if they are approved. 



Project document updates might need to be made. You 
might discover that your company's quality standards need to be 
updated, because something you thought was a defect might not be 
a defect after all! 
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% 



What exactly are Pareto charts for? 

r\. Pareto charts go together with the 
80/20 rule. It says that 80 percent of the 
problems you'll encounter in your project 
are caused by 20 percent of the root causes 
you can find. So if you find that most of your 
problems come from misunderstanding 
requirements, changing the way you 
gather requirements and making sure that 
everybody understands them earlier in 
the process will have a big impact on your 
project's quality 

To get the data for your Pareto chart, first 
you have to categorize all of the defects 
that have been found in your project by 
their root causes. Then you can graph them 
in a Pareto chart to show the frequency of 
bugs found with each root cause and the 
percentage of the cumulative defects that 
are caused by each root cause. The one with 
the highest frequency is the root cause that 
you should work on first. 



tWeiare no 

Dumb Questions 

V^/ If I am trying to prevent quality 
problems, why can't I just test more? 

r\. You can find a lot of problems by 
testing. If you find them during testing, then 
you have to go back and fix them. The later 
you find them, the more expensive they are 
to fix. It's much better for everybody if you 
never put the bugs in the product in the first 
place. It's much easier to fix a problem in 
a specification document than it is to fix it 
in a finished product. That's why most of 
the Plan Quality process group is centered 
around setting standards and doing reviews 
to be sure that bugs are never put into your 
product and, if they are, they're caught as 
early as possible. 



V</ I still don't get that thing where a 
control chart can show you defects that 
are out of control, but also show you that 
your process is out of control. 

r\. The reason that's a little confusing to 
some people is that you use the same tool 
to look at defects that you do when you're 
looking at the whole process. 

A lot of the time, you'll use charts to measure 
processes, not just projects. They're used 
to look at sample data from processes and 
make sure that they operate within limits 
overtime. But they are considered quality 
control tools because those data samples 
come from inspecting deliverables as they 
are produced. Yes, it's a little confusing, but 
if you think of control charts as the product 
of inspection, you'll remember that they are 
Perform Quality Control tools for the test. 



«* 



BULLET POINTS: AIMING FOR THE EXAM 



Inspection means checking each deliverable for 

defects. That means checking your specs and your 
documentation, as well as your product, for bugs. 



The better your Plan Quality 
need. 



the less inspection you 



Ishikawa diagrams help you to pinpoint the causes of 

defects. 

The rule of seven means that any time you have seven 
data points in a row that fall on the same side of the 
mean on a control chart, you need to figure out why. 

When data points fall above the upper limit or below 
the lower limit on a control chart, the process is out of 
control. 



For the test, using any of the seven basic quality tools 
is usually a good indication that you are in the Quality 
Control process. 

Ishikawa, fishbone, and cause-and-effect diagrams 

are all the same thing. 

Scatter charts help you look at the relationship 

between two different kinds of data. 

Flowcharts help you get a handle on how processes 
work by showing all of the decision points graphically. 

Grade refers to the value of a product, but not its 
quality. So, a product can be low-grade by design, and 
that's fine. But if it's a low-quality product, that's a big 
problem. 
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Trouble at the Plack Pox 3000™ factory 

It's not enough to inspect your deliverables. Sometimes it's the way you work 
that's causing your problems. That's why you need to spend some time thinking 
about how you will make sure you are doing the work efficiently and with as 
few defects as possible. The Perform Quality Assurance process is about 
tracking the way you work and improving it all of the time. 



C& 



Executing 

process 

group 



The products are looking great, and 
customers are really happy! But wait— we 
have boxes full of parts collecting dust in our 
warehouse, and we've got so many inspectors 
that our budget's through the roof. We need 
to do something! 



"These boxes a^ U\ of 

who delivered U... , , , 
RR?>TAf " we »» to the 

t^bee* si^g a ^ d 

+Olr W ^k<: IsL- . J . a 



weeks isk 



spd^e. 



»»3 *P valuable 





1U*3K™ 



PARTS 





ftAifcV* 



What do you do if the quality is good but you aren't 
satisfied with the speed or efficiency of the work? 



you are here ► 421 



Download at Boykma.Com 



perform quality assurance 



Introducing Quality Assurance 

In the Perform Quality Assurance process, you take all of 
the outputs from Plan Quality and Perform Quality Control and 
look at them to see if you can find ways to improve your process. 
If you find improvements, you recommend changes to your 
process and your individual project plan to implement them. 



TW,s is m *he fc*etefc"» 
armf beta-* 7o« need to 
ma ke suve yo*r ?™j ett * 
do«e h. a «ay toat *«£» 

standards- 



A; 



Executing 

process 

group 




Quality 
Metrics 



Quality Control 
Measurements 






I 



Work Performance 
Information 




Project 
Management Plan 



You'll use the outputs o( the other quality 
processes and in-Po\rr*ation about how the work s^ 77 
is beinj pe*-Pov-r*ed -to -find ways -to improve 
■the way your Company operates. 



^ 



P/ail Quality tools and techniques are all of the tools you used in 
Plan Quality They come in handy when reviewing your process, too. 

Perform Quality Control tools and techniques are all of the 

tools from Perform Quality Control. You can use histograms, control charts, and 
flowcharts — all of them can be used to help you figure out how your process is 
working. 

Quality Audits are reviews of your project by your company. They figure 
out whether or not you are following the company's process. 

Process Analysis is when you look at your process to find out how to make 
it better. You use your process improvement plan to do this one. 



Outputs 





m-B* 



The 6M'ty 
/l/lanajement Plan will be 

an important input "to 
,this pvo£ess. 



The Project Documents 

■thai jet updated av-e 
Quality Audits, Tv-ainmj 
Plans, and Pvodess 
Documentation. 



Project* 
Management Plan 
Updates 



Change 
Requests 



Project Document 
Updates 




Organizational Process 
Assets Updates 
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A closer look at some tools and techniques 

Fixing the bugs in your project solves the problems that give you trouble. 
But fixing bugs in your process means that other projects can learn from 
the problems you've faced and avoid your project's bugs altogether. The 
tools that are used in quality assurance are the same as the ones in quality 
control, but they're used to examine the process rather than the project. 



Quality Audits are when your company reviews your 
project to see if you are following its processes. The point is 
to figure out if there are ways to help you be more effective 
by finding the stuff you are doing on your project that 
is inefficient or that causes defects. When you find those 
problem areas, you recommend corrective actions to fix 
them. 



^ 



Is 



s 



J«t process ih ^ Wo ^ ^ 
aoodi^youdo^^lU^ 



A lot o-f domf antes have Quality 
Assuvanfce departments whose 
job is -to Ytrtom these audits 
and vefort -findings -from 
projects -to a pvodess yco*^ 



Process Analysis means following your process 
improvement plan to compare your project's process data 
to goals that have been set for your company. If you find 
that the process itself needs to change, you recommend 
those changes to the company and sometimes update 
Organizational Process Assets as well as your own project 
management plan to include your recommendations. 



Perform Quality Control tools and techniques 

are the same ones you already know about from earlier in this 
chapter. But instead of using them to look for problems with 
specific defects, you'll use them to look at your overall process. 
A good example of this is using a control chart to see if your 
whole process is in control. If it's not, then you'll want to make 
a change to the whole way you do your work in order to bring 
it under control. 



When Lisa no-tided -thai -the 
warehouse was -full o£ blddk box 
par-b -fcha-fc wevW-fc needed yei 
she was really no-tiding a problem 
wi-th -the process. I/Vhy spend 
money oy\ ove\rs-fco£ked inven-fcov-y? 



» Pareto chart that showed all o( the 

J*l«U,«d the o»e or two categories of 
de+edts that caused problems for the 
whole tompaay. The* you Could get all 
o( the PMs Vther to V< ,ut ah 
nrove^t that they Could all *ake 
that would help the whole fio»,pa»y. 




ItlvfcM 



How would you use these tools to manage your project? 
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More ideas behind quality assurance 

There are a couple more things you need to know about 
quality assurance. These are some of the most important 
ideas behind modern quality and process improvement. 



Kaizen means continuous improvement. It's 
all about constantly looking at the way you do 
your work and trying to make it better. Kaizen 
is a Japanese word that means improvement. 
It focuses on making small improvements and 
measuring their impact. Kaizen is a philosophy 
that guides management, rather than a particular 
way of doing quality assurance. 



/ USt-ln-Time means keeping only the inventory 
you need on hand when you need it. So, instead of 
keeping a big inventory of parts sitting around, 
the Black Box company might have only the 
parts they need for that day. Some companies 
have done away with warehouses all together 
and had production lines take the parts directly 
off the trucks to do the work. If you're working 
in a Just In Time shop, quality is really important 
because there isn't any extra inventory to 
deal zvith mistakes. 



Pbh-Do-Chcdk-M was Seated by 
Walter £hewhav-t, who also Seated 
the £o*t\rol £hav-t while he was 
workmj at Bell Labs i» the \°p~Oi. 

Plan-Do-Check-Act is one way to go about improving 
your process, and it's used by a lot of Kaizen practitioners. It 
was popularized by a well known quality theorist named W. 
Edwards Deming and is also known as The Deming Cycle. 
Plan-Do-Check- Act is about making small improvements, and 
measuring how much benefit they make before you change your 
process to include them. Here's how it works: 



v/Yien Do; i eV 





You're right. The Perform Quality Assurance process is all about 

improving the process, and that isn't what most of project management is about. 
But your project is really affected by the process you are working in, so you should really 
understand it and help to make it better wherever you can. The bottom line is that your 
project has a better chance of succeeding if you stay involved with process improvement 
and keep your eye on how your project stacks up to your company's expectations of quality 
and process. 
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Qjialitycross 



Take some time to sit back and give your right brain 
something to do. It's your standard crossword; all of 
the solution words are from this chapter. 







■1 
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Across 

3. When a process has data points above the upper limit or 
below the lower limit, those data points are out of . 

5. The middle line on a control chart. 

7. The quality theorist who popularized Plan-Do-Check-Act. 

9. is more important than inspection in Qualit? 

Management. 

11. An important definition of quality is to 

requirements. 

12. Tool used to make sure your project is following the 
company's process. 

13. What you compare your work performance information to. 

14. Tool for finding the 20% of root causes responsible for 80% 
of defects. 

15. Tool for comparing two kinds of data to see if they are 
related. 

16. Tool used in Plan Quality to set numeric goals for your 
project. 



Down 

1. Quality theorist who came up with the idea of 
Fitness For Use 

2. Tool for finding the root cause of a defect. 

4. Synonym for continuous improvement. 

6. Process where you inspect deliverables to look for 
defects. 

8. Tools that help you visualize processes and all of 
their decision points. 

10. Heuristic that says that seven data points on one 
side of the mean requires investigation. 



i^Swersonpage432. 
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control versus assurance 

Fireside Chats 

LP* 

Perform Quality Control: 



I'd like to go first, because I'm what most people think 
of as quality. Whenever you see one of those "Inspected 
by #8" stickers on the inside of your sneaker, that's me! 





Tonight's talk: Two quality processes discuss the best 
ways to correct problems on your project. 



Whoa, there, buddy That's a strong statement! 



That's right. And don't forget, I'm everywhere. Any 
time you call for customer service, I'm there to tell you 
that your call will be recorded for quality purposes. I'm 
always warning you to make sure package contents 
haven't shifted, and to check your car's emissions once 
a year. 



I guess I don't really understand exactly how you do 
your job, then, because I'm having a hard time figuring 
out how I would ever be able to take a long weekend. 



Perform Quality Assurance: 



You're right — most people do think that quality begins 
and ends with inspection. Which is funny, because we 
wouldn't even need you if people paid attention to me. 



Now don't get me wrong. Nobody's ever felt 
comfortable enough with me that they've eliminated 
inspection entirely. You always need someone at the end 
of the line to look at what's been produced and make 
sure that we delivered what we meant to. 



Right, but don't you get tired of doing all of that 
tedious work? An ounce of prevention is worth a pound 
of cure, after all. 



Well, last week it was because the company logo came 
out upside down on a bunch of the shoes. It turned out 
that the logo was being stitched into the leather and 
then put on another assembly line, and once in a while 
it was placed on the belt upside-down. 



Let's take a look at those sneakers you mentioned. 
What's the most common reason you throw a pair back 
to the factory floor to be restitched? 
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Perform Quality Control: 



We had to throw out about 10% of our sneakers last 
week. Let's just say that the boss wasn't happy. You 
could see the little veins in his forehead throbbing. It 
was kind of gross. 



The boss yelled at everyone, and we'll check even more 
carefully to make sure we don't ship it. 



Wow, I never thought of that. 



We'd have to pay someone else to paint that on. This is 
no time to be increasing our costs! 



Perform Quality Assurance: 

That seems like an honest mistake. How much did it 
cost? 



Wow, that sounds expensive. What's keeping it from 
happening again? 



So next week your inspection costs will be even higher, 
and you'll probably still have to throw out just as many 
shoes, or more! 



What if you painted a little arrow on the inside of the 
leather showing which direction it should be placed on 
the belt? 



But a small increase in the cost of painting the leather 
will cause you to throw out a whole lot fewer sneakers. 

I call that cost of quality. You have to pay more to 
put quality in at the beginning, but you can reduce the 
number of inspectors and scrap a lot less product. In 
the end, I save you far more money that I cost. Can you 
say the same about yourself? 



Huh. Urn. No. 
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As 



ExenciSe 



Choose whether the tools are being used for Perforin Quality Control or Perform Quality Assurance. 



1. You use a Pareto chart to figure out which root causes are responsible 
for the most defects in the current batch of Black Boxes. It looks like 
most of them are coming from a Machine Calibration problem. So you 
run them back through the machine after recalibrating it. 



I | Perform Quality Control Q Perform Quality Assurance 





You use a histogram to look at the root cause category for all defects 
that have been found over the past year. You find that Machine errors 
are habitually responsible for the largest number of errors across all 
batches of Black Boxes. You schedule Machine calibration checks 
at the start of every shift to be sure that the machine is always set 
properly. 



I | Perform Quality Control Q Perform Quality Assurance 




3. You look at defects in all of the inspection runs for the past year 
and notice that you seem to be finding more and more defects per 
inspection as time goes on. You create a quality task force to try to 
figure out what is causing these defects. 



| | Perform Quality Control Q Perform Quality Assurance 



i^iSwersonpage433. 
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The Plack Pox 3000™ makes record profits! 

People who bought the product were thrilled with it. They were happy that the Black Box company 
always kept its promises and the products were always high quality The company managed to save a lot 
of money by implementing process improvement measures that caught defects before they cost too much 
money to fix. And Lisa got a big promotion — now she's in charge of quality assurance for the whole 
company. Great job, Lisa! 



The number ^ ihspcrtow 
they ^eded we,t dow, 

a»d be-fcfcer. 



er 






were 



Sinfce -they &>dused on 
preventing dc&ftU tbey 
able to W and *i* ?™blems 
eWidientiy and *dnt need to 
Wire lots o£ testers. 



Tnanb to quality management, 
tne&Uk Bo* 3000™ is always 

Wi$b quality- 





Tncy dut down on e*tra 
mventory by usm$ Oust In 
Time y rodesses to tradk 
and Wtast bow mudb 
tney would need- Oust In 
Time means no parts sitting 



around anymore! 
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VLdrrtAtl •^Jitir b rtrtHfttl 




«5 


parpen your pencil 

mt\ ' I i" Take a look at each of these situations and figure out if they're 
--V jOlUtlOn talking about quality or grade. 




1. You ordered mushrooms on your pizza, but 


3. The pizza arrived but it had canned 




you got onions. 


mushrooms. 




["^/Quality Q Grade 


| | Quality [v^Grade 




2. You called the pizza parlor to complain and 
the guy yelled at you. 


4. The pizza was cold. 




I | Quality |_J Grade 


Quality | | Grade 




5. You just got a brand new luxury car that cost 


7. Your neighbors make fun of you because 




a whole lot of money. 

□ Quality ^7\ Grade 


your chrome hubcaps aren't very classy... 




| | Quality Grade 




6. But it's in the shop every two weeks. 
Q^Quality Q Grade 


8. ... even though they do a great job of 
protecting the wheels from dirt, which is why 
you bought them in the first place. 

£•1 Quality | | Grade 
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Solution 



Read each of these scenarios and identify which tool or technique is being used. 

1. You look through your company's asset library and find that a recent project was able to 
reduce defects by 20% by inserting defect prevention meetings early in the construction 
phase. You put the same process in your quality plan and set the target for shipped 
defects to be 20% lower than the company average for your project. 

Tool/technique: PCKIcbwarkmg 

2. You add up all of the costs projected for quality activities and track that number in your 
quality plan. You use this number to gauge the health of your project compared to other 
projects in your company. 

Tool/technique: Cost of quality 

3. You write up a list of all of the tests you are going to run on the Black Box 3000™ when it 
rolls off the assembly line. You determine what kinds of failures might cause you to stop 
testing, what it would take for you to resume test activities, and requirements that the 
product would need to fulfill to be considered accepted into test. 

Tool/technique: Pesigw of experiments 



+ SWAT'S **V ^UV^Cl 

Match each Plan Quality output to its description. 

Quality Management Plan ^^ Helps you t9 make sure tkt eacji 

deliverable Is up t° ike project's standards. 

Process Improvement Plan -^^ *^^ y e ]p s y gn ±g p]^ gQt ^jj ^ y gm 

cpallfy activities 




Quality Checklists \. Describes few you'll measure a particular 

attribute o£ a deliverable during testing. 

Quality Metrics \^ Helps you change tfce Way you Work 

for the better. 
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Qjialitycross 



Take some time to sit back and give your right brain 
something to do. It's your standard crossword; all of 
the solution words are from this chapter. 







EH 


1 j 1 

| ii | 

is 1 


\ 




|V |o | X |T 1 R |<) | L | fk | 






n 


1 s 1 

fi> | r. |m 1 1 | \ |c; 


\\\ | K | A |x J 

|~T| 


v. 
u 

A 






□ Q 


l k 1 L | v 1 1-: | fll | T | J 


Jo x| 


J. 


1 


i ° 


X I 

1. 1 

D 1 | J | 
1 1 


] 
T 


?E 


Q | X | F |o | K. |m J A | X | C: 


7] IT 


Y 


II 


D 


C 


Wh 


A 


"S | L [ L | 1 | a \ L \ 


a k | \: | j 


O 




□ 




1 


1 

a 

n 


N 


QBD 


B 


DBBQDBQD 


T 




s 




D 
D 


<> 


T]k |\ \c \u |\l | a \m \k 1 1 


VUtJ 


1. 






j 



Across 

3. When a process has data points above the upper limit or 
below the lower limit, those data points are out of . 

5. The middle line on a control chart. 

7. The theorist who came up with Plan-Do-Check-Act. 

9. is more important than inspection in Q ua lit? 

Management. 

11. An important definition of quality is to 

requirements. 

12. Tool used to make sure your project is following the 
company's process. 

13. What you compare your work performance information to. 

14. Tool for finding the 20% of root causes responsible for 80% 
of defects. 



15. Tool for comparing two kinds of data to see if they 
are related. 

16. Tool used in Plan Quality to set numeric goals for 
your project. 

Down 

1. Quality theorist who came up with the idea of 
Fitness For Use. 

2. Tool for finding the root cause of a defect. 

4. Synonym for continuous improvement. 

6. P rocess where you inspect deliverables to look for 
defects. 

8. Tools that help you visualize processes and all of 
their decision points. 

10. Heuristic that says that seven data points on one 
side of the mean requires investigation. 
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quality management 



lr J 




Choose whether the tools are being used for Perforin Quality Control or Perform Quality Assurance. 



SpOitiori 




D*»-£n Vkfferi 



-■ 
-t 


























* 
















1 
* 











1. You use a Pareto chart to figure out which root causes are responsible 
for the most defects in the current batch of black boxes. It looks like 
most of them are coming from a Machine Calibration problem. So you 
run them back through the machine after re-calibrating it. 



/ 



__ Perform Quality Control Q Perform Quality Assurance 



2. You use a histogram to look at the root cause category for all defects 
that have been found over the past year. You find that Machine errors 
are habitually responsible for the largest number of errors across all 
batches of Black boxes. You schedule Machine calibration checks 
at the start of every shift to be sure that the machine is always set 
properly. 



I | Perform Quality Control 



Perform Quality Assurance 




3. You look at defects in all of the inspection runs for the past year 
and notice that you seem to be finding more and more defects per 
inspection as time goes on. You create a quality task force to try to 
figure out what is causing these defects. 



I | Perform Quality Control 




Perform Quality Assurance 
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i- Exam Questions 



1. Which of the following is NOT a part of quality? 

A. Fitness for use 

B. Conformance to requirements 

C. Value to the sponsor 

D. Customer satisfaction 

2. A project manager is using a histogram to analyze defects found by the team during 
inspection activities. What process is being performed? 

A. Plan Quality 

B. Perform Quality Control 

C. Perform Quality Assurance 

D. Verify Scope 

3. Which of the following is NOT an example of Cost of Quality? 

A. Having team members spend extra time reviewing requirements with the stakeholders 

B. Paying extra programmers to help meet a deadline 

C . H iring extra inspectors to look for defects 

D. Sending a crew to repair a defective product that was delivered to the client 

4. You're working with an audit team to check that your company's projects all meet the 
same quality standards. What process is being performed? 

A. Plan Quality 

B. Perform Quality Control 

C. Perform Quality Assurance 

D. Perform Quality Management 

5. You're managing a project to deliver 10,000 units of custom parts to a manufacturer 
that uses J ust In Time management. Which of the following constraints is most important 
to your client? 

A. The parts must be delivered on time 

B . The parts must be delivered in a specific order 

C . The parts must conform to ISO specifications 

D. The parts must be packaged separately 
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quality management 



i- Exam Questions 



6. Which of the following is NOT part of the quality management plan? 

A. Strategies for handling defects and other quality problems 

B. Guidance on how the project team will implementthe company's quality policy 

C. Metrics for measuring your project's quality 

D. A description of which deliverables don't have to be inspected 

7. Which of the following tools and techniques is used to show which categories of 
defects are most common? 

A. Control charts 

B. Pareto charts 

C. Run charts 

D. Flowcharts 

8. You're managing a highway construction project. The foreman of your building team 
alerts you to a problem that the inspection team found with one of the pylons, so you 
use an Ishikawa diagram to try to figure out the root cause of the defect. What process is 
being performed? 



A. 


Quality Management 


B. 


Plan Quality 


C. 


Perform Quality Control 


D. 


Perform Quality Assurance 


9. Which tool or technique is used to analyze trends? 


A. 


Scatter chart 


B. 


Run chart 


C. 


Checklist 


D. 


Flow chart 



10. When is inspection performed? 

A. At the beginning of the project 

B. Anytime a project deliverable is produced 

C . Just before the final product is delivered 

D. At the end of the project 
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i- Exam Questions 



11. Whafs the difference between Quality Control and Verify Scope? 

A. Quality Control is done at the end of the project, while Verify Scope is done throughout the project 

B. Quality Control is performed by the project manager, while Verify Scope is done by the sponsor 

C. Quality Control is performed by the sponsor, while Verify Scope is done by the project manager 

D. Quality Control means looking for defects in deliverables, while Verify Scope means verifying that the 
product is acceptable to the stakeholders 

12. You're a project manager at a wedding planning company. You're working on a large wedding for a 
wealthy client, and your company has done several weddings in the past that were very similar to the one 
you're working on. You want to use the results of those weddings as a guideline to make sure that your 
current project's quality is up to your company's standards. Which tool or technique are you using? 

A. Checklists 

B. Benchmarking 

C. Design of Experiments 

D. Cost-Benefit Analysis 

13. You are using a control chart to analyze defects, when something on the chart causes you to realize 
that you have a serious quality problem. What is the MOST likely reason for this? 

A. The rule of seven 

B. Upper control limits 

C. Lower control limits 

D. Plan-Do-Check-Act 

14. Which of the following BEST describes defect repair review? 

A. Reviewing the repaired defect with the stakeholder to make sure it's acceptable 

B. Reviewing the repaired defect with the team to make sure they document lessons learned 

C . Reviewing the repaired defect to make sure it was fixed properly 

D. Reviewing the repaired defect to make sure it's within the control limits 

15. The project team working on a project printing 3,500 technical manuals for a hardware manufacturer 
can't inspect every single manual, so they take a random sample and verify that they have been printed 
correctly. This is an example of: 

A. Root cause analysis 

B. Cost benefit analysis 

C. Benchmarking 

D. Statistical sampling 
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quality management 



16. What's the difference between Perform Quality Control and Perform Quality Assurance? 




A. Perform Quality Control involves charts like histograms and control charts, while Perform 




Quality Assurance doesn't use those charts 




B. Perform Quality Control and Perform Quality Assurance mean the same thing 




C. Perform Quality Control means inspecting for defects in deliverables, while Perform Quality 




Assurance means auditing a project to check the overall process 




D. Perform Quality Assurance means looking for defects in deliverables, while Perform Quality 




Control means auditing a project to check the overall process 




17. Which Quality Control tool is used to analyze processes by visualizing them graphically? 




A. Checklists 




B. Flowcharts 




C. Pareto charts 




D. Histograms 




18. You are looking at a control chart to figure out if the way you are doing your project is fitting 




into your company's standards. Which process are you using ? 




A. Plan Quality 




B. Quality Assurance 




C. Quality Control 




D. Quality Management 




19. Which of the following is associated with the 80/20 rule ? 




A. Scatter chart 




B. Histogram 




C. Control chart 




D. Pareto chart 




20. Validated defect repair is an output of which process ? 




A. Integrated Change Control 




B. Plan Quality 




C. Perform Quality Control 




D. Perform Quality Assurance 
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r- Exam Qugs^igws — 




1. Answer: C 

It's important for projects to produce a valuable product, but value isn't really a part of quality. That's why 
earned value is part of Cost Management, not Quality Management. 



2. Answer: B 

In the Perform Quality Control process, the team inspects the product for defects and uses the seven basic 
tools to analyze them. Since the defects came from inspection, you know it's Perform Quality Control. 



3. Answer: B 

Cost of Quality is the time and money that you spend to prevent, find, or repair defects. 

4. Answer: C 

The Perform Quality Assurance process is all about how well your company meets its overall quality goals. 

/I &ep ah eye out £>v- -Pake pv-otess 
na*»cs like Pev-Porr* Quality 

5. Answer: A MaY\a§c*»tY\i. 

A manufacturer that uses J ust In Time management is relying on its suppliers to deliver parts exactly when 
they're needed. This saves costs, because they don't have to warehouse a lot of spare parts. 



6. Answer: D 



/\ But those parts had better not have a lot o£ 
\_ defetts, because there aren't a lot <* spare 
parts lying around to do \repairsf 



Your project team needs to inspect ALL of the deliverables! That means every single thing that gets produced 
needs to be reviewed by team members, so they can find and repair defects. 



7. Answer: B 

A Pareto chart divides your defects into categories, and shows you the percentage of the total defects each 
of those categories represents. It's really useful when you have a limited budgetfor Plan Quality and wantto 
spend it where it's most effective! 

Don't -forget that ALL deliverables »eed h> be 
inspected, including the stu-ff you dv-eate-like 
the schedule, WBS, and project management plan. 
So you'll get de-Petts for them, too' 



K^ 
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quality management 



8. Answer: C 

Keep your eye out for questions 
asking you about Ishikawa or 
fishbone diagrams. When you use 
those tools to analyze defects, 
you're in quality control. 



9. Answer: B 

Arunchartisoneoftheseven 
basic tools of quality. It's a long 
line graph that shows you the 
total number of defects that were 
found over time. 




Don't assume that just because 
you're using a fishbone diagram, 
you're always doing quality control! 

W&tCll it! ^' s a,so use( * In R' sk Management; you'll see 
that in Chapter 11. The key thing to watch for 
here is that the fishbone diagram is being used to find the 
root cause of a DEFECT, not a risk or something else. 



OK, so I can use a run 
chart to figure out whether 
quality is getting better or worse 
over the course of my project. 




10. Answer: B 

Inspection is when your team examines something that they produced for 
defects... and every single deliverable needs to be inspected! That's what 
"prevention over inspection" means: if you produce a deliverable that's 
needed later in the project today, it's a lot cheaper to fix defects in it now 
than it will be when that deliverable is used later on in the project. 



11. Answer: D 

A lot of people get Quality Control and Verify Scope confused because they seem really similar. Both 

of them involve looking closely at deliverables to make sure that they meet requirements. But they 

serve really different purposes! You use Quality Control to find defects that you're going to repair. Verify ^. 

Scope happens at the very end of the Executing phase; it's when you work with the stakeholder to get *N 

Vyi bcttar have U»d all the 
dchtis bc-Pov-c you -take the 
product -to -the £usWr' 



their formal acceptance for the deliverables. 



12. Answer: B 

Benchmarking is when you use previous projects to set quality guidelines for your current project. You 
can always find the results of the past projects in the Organizational Process Assets. 
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13. Answer: A 

The rule of seven tells you that when seven consecutive data points on your control chart come out on the 
same side of the mean, you've got a process problem. That sounds a little complicated, but it's actually 
pretty straightforward. Defects tend to be scattered around pretty randomly; in any project that makes a lot 
of parts, even if they're all within the specification, you'll get a couple of parts that are a little bigger, and a 
couple that are a little smaller. But if you have a bunch of them in a row that all run a little big, that's a good 
indication that something's gone wrong on your assembly line! 



14. Answer: C 

Going back and repairing defects can be a pretty risky activity, because it's really easy to introduce new 
defects or not fully understand why the defect happened in the first place. Answer C says exactly that: you 
go back and review the defects to make sure they're fixed. 



15. Answer: D 

A lot of times it's impractical to check every single product that rolls off of your assembly line. Statistical 
sampling is a great tool for that; that's when you pull out a small, random sample of the products and 
inspect each of them. If they're all correct, then there's a very good chance that your whole product is 
acceptable! 



16. Answer: C 

A lot of people get confused about the difference between Perform Quality Control and Perform Quality 
Assurance. Quality Control is where you inspect deliverables for defects, while Quality Assurance is where 
you audit the project to make sure the quality activities were performed properly. 

You inspect products U de&frbs, andjou tan 
remember that bedause you II *i*d an inspected 
by ##' taj m a product- Y°* audit processes, 
and you tan remember that because when you 
aet audited, they're maki*a sure you did your 
ta*es domfitly-theyVe auditing your actions, 
not a product- 
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17. Answer: B 

A flowchart is one of the seven basic tools of quality. You use it to analyze processes that are part of 
your project in order to look for quality problems and inefficiencies. 




18. Answer: B 

You're analyzing the process, so you are using Perform Quality Assurance. 

19. Answer: D 



• m *e ftrfcm 6M*y f«w ?«**•• 

bet** W« also Ws ^d m P*U. 

w t what you'™ «tfi"ft w» *<*• 



Pareto charts are based on the 80/20 rule. They sort your defects in descending order by root cause. 
So you always know which 20% of root causes are responsible for 80% of defects on your project. 



20. Answer: C 

Perform Quality Control is where you inspect your work, including your repairs! 
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9 Human resource management 



Getting the team together 




Behind every successful project is a great team, so how do you 

make sure that you get — and keep — the best possible team for your project? You need to 
plan carefully, set up a good working environment, and negotiate for the best people 
you can find. But it's not enough to put a good team together... If you want your project 
to go well, you've got to keep the team motivated and deal with any conflicts that happen 
along the way. Human resource management gives you the tools you need to get the 
best team for the job and lead them through a successful project. 
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back to ranch hand games 

Mike Heeds a Hew team 

Cows Gone Wild III was a huge success! But now the Ranch 
Hand Games team is gearing up for their next big hit. How are 
things shaping up? 



"kxfSfahon^Moo 



The bo% is done, but 
Bvian, Mike, a*d 
Amy ave just jettmj 
started cm -the game 




Mike, the frojefrb 
ma*a<^ 




Uh-oh/ Looks like Mike's 
901*9 -to heed to put 
-blether a hCW £ cam 




Brian, the development 
team manajev- 
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Cubicle conversation 




/Wy> the dv-eative 
div-ed-fcov- 



Hey, we're all on the same 
team here. Look, why don't we have 
people from our teams just help out 
whenever you need someone? 



Brian: Yeah, there's no reason you need our resources 
dedicated to your project. We can get multiple projects done 
that way. 

Mike: Gome on, guys. You don't really think that's gonna work, 
do you? 

Amy: Sure, why not? 

Mike: We can't just staff up as we go; that's going to cause huge 
problems. 

Brian: You're overreacting, Mike. Look, I'm a team player, 
and I want to get the project done. You just tell me when you 
need someone off my team, and I'll make sure you've got the 
developers and testers you need. What's wrong with that? 

Mike: Okay, so what if I need three developers starting 
tomorrow for the next two weeks. Can you do that? 

Brian: Well, no, I've got a deadline on Friday. It'll have to wait 
until next Monday. But that's just a couple of days. 

Mike: See, that's what I'm talking about! A few days here, a few 
days there... if we have to wait a few days every time the team 
needs someone, we'll totally blow the schedule. 




f?£vfcM 



How can Mike solve his problem? What can he do to make sure 
that he gets the team members he needs when he needs them? 
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a bird's-eye view 



fret your team together and keep tbew moving 



You want to stay in control of your project team, right? But when you work 
in a matrixed organization, your team members don't directly report to you. 
So how do you make sure you get the best people, and keep them motivated 
and productive? That's what the four processes in Human Resource 
Management are for: guiding you through all the things you need to do to 
make sure you get everyone for your project when you need them. 



^Woftte,Wf ihttif 
Napier applies mostly fe 

*aWd <^ h izaW.. but 

you II siiH -p,K,d ,£ ^ally usc-Pul, 

CVCh '■+ y°* <W-fc work i* a 

"»atrtxed Company/ 



This shouldn't be d suvpvise- 
aUost evev-y knowledge avea has 
i-U planning frottss, and Develop 
Human Resouvde Plan is no 
exception- 



In tke Develop 
Human Resource Plan 
process, you plan 
out exactly which 
resources you'll need, 
what their roles 
and responsibilities 
are, and how you'll 
train your team and 
make sure they stay 
motivated. 




Planning 

process 

group 




Develop Human Resource 
Plan 




This is where you plan out 
the staWin^ needs *or youv 
pyrojefci and hoy/ you II 

manage and reward -the 
-tea**- 
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It makes sense -that Ad<\uiv-e Projedt 
Tea* a*d Develop Projedt Team are 
in the Exeduting group— you only 
put the team together AFTER the 
projedt has started. 



human resource management 




Executing 

process 

group 




You'll need to tram your team, 
and keep them motivated wth 
rewards m order to get the 
Pv-o\edt done. 



Acquire Project Team 



Onde the project gets started, 
you need ho put together your 
team. This means you may 
need h> negotiate -for some o( 
the *cso[A*ies. 




Develop Project 
Team 



No project goes per&dtly. 
People have don-Plidts, and 

•ts up to you to make sure 
they get resolved. 




All three o-f these 
pv-odesses art part o+ ^^ 
the Exedut'mg prodess \^ 

gv-oup, bedause they "M) 

happen while your team s 
exedut'mg the projedtf 



Manage Project 
Team 



Executing 

process 

group 





ttAtfct* 



What can you do to make sure that you get the right people for your team exactly when you 
need them? What can you do before the project starts to make sure they stay motivated? 
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staffing the team 



Figure out who you weed on your team 

Project teams don't just assemble themselves spontaneously! It takes a 
lot of planning and guidance to get a team together, and that's the idea 
behind the Develop Human Resource Plan process. Remember, in 
a matrixed organization your team doesn't report directly to the project 
manager. You need to work with the functional managers to get you the 
team members that you need for your project. . . which means there's 
a lot of information that you need to give to everyone so they know 
exactly who you need for your team. 



m proce 



Planning 
process group 



You've seen these two 
m puts a whole Wndh 



Inputs 

n 



Activity Resource 
Requirements 




mi 

Enterprise 
Environmental Factors 




Organizational 
Process Assets 



fHr 




This is a lot like 
•the othev planning 
pv-odesses you vc 
seen already! Y«* 
start with youv 
yrojeet plan and 
Y/hat you know 
about youv domf a^yj 
and you dome up 
With a plan. 



Organization Charts and Position 

DeSC riptions tell everyone how your team is structured. 

Networking means both formally and informally 
interacting with other people in your company and industry 
to stay on top of everything. 

Organizational theory is where you use proven 
principles to guide your decisions. 



Outputs 




The ttuman Resouvde Plan tells 
evev-yone on -the pvojedt who you II 
need on youv- -team, when you need 
them, and what skills -they II need- 

T 

The Human Resouv-de Plan 
is divided in-to three v*d\or 
sections -that help you manage 
■the rcso^tcs on youv- pvojedt- 



Project Organization 
Charts 



Staffing Management 
Plan 







Role 




Mike 


Amy 


Brian 


Peter 


0) 
O) 

u 

CO 

Q. 

1 


Project 
Management 


R 


1 


1 


1 


Design 


C 


R 


C 


1 


Construction 


C 


C 


R 


1 


Testing 


C 


C 


R 


1 


R = Responsible A = 


Accountable C = C 


onsult 1 = 


Inform 



Roles and Responsibilities 
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en your pencil 



The inputs, tools and techniques, and outputs of Develop Human 
Resource Plan should seem pretty familiar! Write down what you think 
you'd use each of them for. Notice that there are a few that you haven't 
seen before- take an educated guess at those. 



INPUTS 

Enterprise Environmental Factors 



Organizational Process Assets 



o+ other -tools * 



TOOLS AND TECHNIQUES 

Organization Charts and Position Descriptions 'x technics— this ish'-t 

the ohly ot\tl 



OUTPUTS 

Human Resource Plan: 

Staffing Management Plan 



Roles and Responsibilities 



TWmk about hov/ tWis 

Project Organization Charts ^ m "fly-aav^W Chavts listed 

u*der Tools f TcdU^uCS. 
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roles and responsibilities 



r %jtarpen your pencil 
Solution 








The inputs, tools and techniques, and outputs of Develop Human 
Resource Plan should seem pretty familiar! Write down what you think 
you'd use each of them for. Notice that there are a few that you haven't 
seen before-take an educated guess at those. , ,, 

Yo*^?a»Y stoH frPi.i 

to*** U^ys, tetWtal 
distipl.nts, and now people 
normally relate to 
eath otner- 

You've already see* | ^ ( 

Templates and lessons learned from past projects **Y S , * e , use fishes a»d 

^kfsts. They're just* 

|*r^»tm Develop hW, 
Kesowrte Plan. 



INPUTS 

Enterprise Environmental Factors 

This is information about the company's culture and structure 

Organizational Process Assets 



It's easv to lose tratk or who reports to 
.W,ald^atd.«cve^^dom Y ^ 

Y o/waAtostatfyo»rproje6t! ^ 

Shows the relationships between managers, team members, and other people 
inside and outside the company who will work on the project. 



TOOLS AND TECHNIQUES 

Organization Charts and Position Descriptions 



Vc 



OUTPUTS 

Human Resource Plan: 

Staffing Management Plan 

describes how you'll manage and control your resources 







o will 

tod 



Roles and Responsibilities <*o tertai* thmj 

Lists each role on the project that needs to be filled 



every role «, to projett needs to be de<ined_it [>as a title, has authority to 
do certain thiny, a»d is responsible -for speti-Cit deliverables. 



X^^^ your whole 9 
Project Organization Charts ^/ ' ^ ^ ^ ne s peci£t 

Shows the reporting structure of the resources assigned to the project team 
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Hold on— how can organization charts 
be both tools & techniques and outputs? 



You need two charts because 
you have two "organizations." 

One organization is the whole 
company — along with any 
subcontractors or consultants you've 
got access to for your project team. The 
other organization is just the people who 
are on the team. The team might have 
people from different groups in your 
company, and they need to know how 
they interact. That's why you create a 
chart just for the team. 



W people will 1**3 ih a totaMawt „ e . 
cv ^ »+^ snot fart of the dompany/ 



dompahy/ 



The Project Organization Chart 
shows how your team members 
relate with each other. 

This might include people or relationships 
that may not necessarily show up on a 
company organization chart. If you've got 
a team built from multiple consultants and 
subcontractors, this chart will be the only 
place where everyone is listed at once. 



CEO 




Mike 















, 




Dev. 




Test 


Team' 




Team 



1 



Amy 



Design 
Team 



Roles and Responsibilities show who's 
responsible for what. 

It's really common to see the roles and responsibilities for a 
project written out as a RACI matrix, which is just a table 
that lists the role or people on the top; the specific activities, 
work, or responsibilities down the side; and indicates the level of 
responsibility that each person or role has for each of the activities 
or responsibilities. (RACI stands for "Responsible, Accountable, 
Consulted, and Informed.") 

This tould also list v-oles, like 
"Pirojefit Ma**yet t " "Creative 

DiredW or "Development Manager'^ 



Q 




People 


Kmui IVIcRI IX 


Mike 


Amy 


Brian 


CElT> 


Work 
Package 


Project 
Management 


R 


1 


1 


1 


Design 


C 


R 


C 


1 


Construction 


C 


C 


R 


1 


Testing 


C 


C 


R 


1 


R = Responsible A = Accountable C = Consulted 1 = Informed 
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Download at Boykma.Com 



planning your staff 



The staffing management plan EveiytWg you do vitk 



An important component of the Human Resource Plan is 
the Staffing Management Plan. It tells you everything 
that you need in order to build your team, keep them 
motivated, and manage them to resolve conflicts and get 
the work done. 



This is really important -for 
telling the WWal managers 
e*actly */ho you II need on your 
•team, so -they tan provide the 
sta£f -tV^at you need -to get 
the job done- 

The \-tso\A\-U histogram tells 
you the "by\>c and number ok ^ 
resources you need at any time^~ 
It's usually a vertical bar chart- 



A LoHHtoon way o£ snowing the 
timetable— o\r when people will work ov\ 
what— is to use a resource histogram. 



your team— accruiring them, 
developing them, and managing 
them— depends on a good 
Stalling Management Plan. 



Staffing Management Plan 



> Resource Histogram 



•I- 




you need ho make s\a\-c everyone 
o^ the team has the skills he ov- 
she needs to do the job. 

A really important part of 
human resource management is 
keeping youv- team motivated, 
and rewards tied to goals are 
a great way to do that- 

You'll need ho plan out exactly 
how your team members will 
roll oU o( your project so 
-functional managers and other 
project managers will know i-f 
they Ve available -for 
other projects. 



Week 



~~_^ Training Needs 



_____ ^_> Training «ew . 

u ill he riven one week as a ramp-up period, plus an 
Each team member will be given one techno l og y on the project. 

Tmber to identify any other training requirements. 
-N Recognition and Rewards 

I* given a proj«c.-e„d bo»»» of IU»° "J V J rf , be g «„ » 



Release Criteria 

; released from the project according ; tc .the 
4 _„j -D^om tn venfv that trie 



Each team member will be r <f ^" U " n ^" B rian to verify that the 
stable, pending ^ --w by M^Amy a ^ ^ ^^ rf ( 



tim etable, pending * ™f * ™JS£ wil l be released until his or her 
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Jl^! 



ExeftdSe 




Read the Staffing Management Plan on the facing page and answer these questions about the 
project 

How many designers, developers and testers are needed in week #7 of the project? 



designers 



developers 



testers 



2. Who is responsible for verifying that each team member has the skills appropriate to the project? 



3. Rewards should always be tied to performance goals in order to motivate the team. What 
performance goal has been set for the team, and what reward will each team member 
receive if it's achieved? 



tJiereiare no 
Dumb Questions 



V^/ I still don't get the resource 
histogram. Am I supposed to make this 
myself, or does it come from somewhere? 

r\. You need to come up with the 
histogram yourself when you put together 
the staffing management plan. Since 
you're managing the project, you're the 
only one who knows when each person is 
needed on the project. Remember all of 
the activities that you came up with, back 
when you were building the schedule in the 
Time Management chapter? Well, each of 
those activities had resource requirements, 
right? That means you know exactly what 
resources you'll need at any time in your 
projectlThat's why the Activity Resource 
Requirements are an input to Develop 
Human Resource Plan-you need the 
schedule and the activities in order to figure 
out the timetable. The histogram is the 
easiest way to show that information. 



Q; 



Is that RAC I chart really necessary? 

r\. Yes, definitely! Sometimes people 
split up responsibilities in ways that aren't 
immediately obvious just from people's 
titles or the names of their roles on the 
project- that's one of the big advantages of 
a matrixed organization. RACI charts help 
everyone figure out their assignments. Mike 
might have Brian's senior developers sit in 
on Amy's design meetings, even though they 
don't usually do that. He'd put that in the 
RACI matrix to show everyone that's now 
part of their jobs for the project. 

Q/ Can the "halo effect" really affect 
my projects? 

r\. The halo effect is something that 
happens when you've got a team member 
who's very good at a job-especially a 
technical job, like computer programmer or 
engineer. It's easy to forget that just because 
someone is very good at one job, it doesn't 
mean he or she has the skills to do another, 



equally hard job. This happens a lot with 
functional managers: the top programmer 
will often get promoted to a management 
position... but if she doesn't have 
management or leadership skills, then the 
company just lost their best programmer and 
gained a lousy manager. 

Q/ Once I know what roles need to be 
filled on my project, how do I actually get 
the team on board? 

r\. That's what the next process is all 
about! It's called Acquire Project Team, and 

it's where you actually staff up your project. 
Of course, you don't staff it up during the 
planning phase. You have to wait until the 
project work begins, which is why it's in the 
Executing process group. 

The hardest part about staffing up your 
project is negotiating with the functional 
managers. The best resources are the 
ones that are in demand, which means your 
negotiating skills will be very important when 
it comes time to staff up your project team. 
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gather the team 



fret the team together 



Your Human Resource Plan is in place, your project is ready to roll, 
and now it's time to begin the actual project work! You need your team, 
and the way you bring them on board is the Acquire Project Team 
process. 

This is where you negotiate with functional managers for your project 
team members. You need the right people for the project, and you've 
done all the prep work to figure out who you need and when you need 
them. So now it's time to go get your team! 




Executing 

process 

group 




Beware of the 
halo effect! 



Watch it! 




That's when you 
put someone in 
a position they 
can't handle, just because 
they're good at another job. 



Take a minute and 

^ think about why you 
need eadh of these 





There aren't any 
surprises heve-i-P 
you've s-fca-ffed up 
a project team, 
you've done all of 
"these things. 



Negotiation is the most important tool 
in this process. There are resources that 
you need for your project, but they don't 
report to you. So you need to negotiate 
with the functional managers — and 
maybe even other project managers — for 
their time. 



Virtual Teams are when your team 
members don't all work in the same 
location. This is really useful when you're 
relying on consultants and contractors for 
outsourced work. Instead of meeting in 
person, they'll use phone, email, instant 
messaging, and online collaboration tools 
to work together. 



P re-Assignment is when you can 
actually build the assignments into your 
staffing management plan. Sometimes you 
have resources who are guaranteed to you 
when you start the project, so you don't 
need to negotiate for them. 



Acquisition means going outside 
of your company to contractors and 
consultants to staff up your team. f> 

eve, though this is the A<>ve fti^ 
wfcw to aapurt* v-esouv-.es ^ outside* 
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That doesn't sou»d like ***> a V**- 
to*yro»*t. WKat's Mike yn^ to do? ^K 
Mat would Voia do? K^S 




Resource Calendars tell the 

company exactly when the team 
members will be available once 
they're done. 



m 

Staffing 
Assignments 



Staffing Assignments 

are the whole point of the 
process! They're what you 
get when you secure a team 
member and assign him or 
her to a specific role on the 
project. 




Project Management 
Plan Updates 



, Jb at to **** a«d to« *£ 
U *-tt*r ^ UUr, -*e «« tte 
«— « ava.laW-t 7 «fl*b to' 

Project Management Plan 

Updates. During Develop Human 
Resource Plan, you might not have all 
the information. You might discover 
a better team structure, or find out 
that certain resources simply aren't 
available. Keep the plan up to date 
with this new information. 
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test your knowledge 




Human Resourcecross 



Take some time to sit back and give your right brain something to do. It's 
your standard crossword; all of the solution words are from this chapter. 




o© 

Ah 

£ 



Across 

I. What you provide for a human resource in order to ensure 
he or she has the skills necessary to do the project. 

6. The resource is a vertical bar chart in the 

staffing management plan that tells you the type and number 
of resources you need. 

8. This is a great tool for communicating roles and 
responsibilities. 

9. The effect causes people with technical expertise 

to be put in positions for which they're unqualified. 

10. You use teams when your team members 

don't all work in the same location. 

II. The first Human Resource Management process you 
perform is Human Resource . 

12. _ availability is an output that describes when 

each team member will be available to your project. 



Down 

2. The most important tool in Acquire Project Team. 

3. The Organization Chart shows only the 

people assigned to your team, including consultants and 
subcontractors. 

4. The Manage Project Team process is part of the 

process group. 

5. This kind of chart tells you how team members relate to 
each other in your company. 

7. The main output of the Acquire Project Team process is 
assignments. 

8. A great way to motivate your team. 
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Cubicle conversation Uoks ,. lkc Mlkcs ^aw 

vtni veil m the e*d? So no* 

he's y»t Wis team... but *a* Vic 
^c-t -tV^cm mo-twa-tcd? 





Amy: I haven't noticed anything. What's up? 

Mike: Well, maybe it's nothing, but a couple of the design team 
members have been missing some deadlines. Nothing major, but it's 
starting to concern me. 

Amy: Well, okay. I can keep an eye on them. 

Mike: That's not all. One of them hasn't been replying to emails at all, 
and another scheduled a vacation right in the middle of a huge deadline 
week. I think we may have a real motivation problem. 

Amy: You're right, that sounds pretty bad. What can I do about it? 

Mike: Well, I built a discretionary bonus budget into the plan. 

Amy: Right, that $2,500. But should we really be talking about giving 
bonuses? I thought these were underperformers. Shouldn't we only 
reward good behavior? 

Mike: Well, right, but if we tie the bonus to meeting an aggressive 
deadline or high quality standards, it might help get them energized 
again. 

Amy: We can give it a shot, but I'm skeptical. 




Do you think Mike's idea will work? Why is it a good idea to make the bonus contingent on 
meeting specific goals? Can this plan backfire? 



you are here ► 457 



manage and motivate 



Pevelop your project team 

The Develop Project Team process is the most important one in Human 
Resource Management. It's the one where you make sure your team is 
motivated and well-managed — and those are some of the most important 
things that project managers do! You do it throughout the entire Executing 
phase of the project, because you need to keep your team moving towards 
the goal. 



§ti the -tea* involved i h placing— the 
*oire they -Peel like theyVe i* to^ol, 
the better they -Peel about the project' 




Executing 

process 

group 





Motivation 

\ | One of your most important jobs as project 
manager is keeping the team motivated and 
constantly monitoring them to make sure they 
stay motivated. 






Management 




| | When the project is being planned, you're 
directing ev erything — but by the time it's 
^xecutin g^me project manager is more of a 
coach and a facilitator. 



| | A really effective way to motivate your team is to 
set up a reward system. But make sure that they 
understand exactly what they're being rewarded 
for — and it MUST be fair, or it could backfire! 



| | That's why it's really important for a project 
manager to have "soft skills" — you need to 
really understand what makes your team 
members tick, and help with their problems. 



[ | Training is another great way to keep a team 
motivated. When people feel that they're 
growing professionally, they stay more involved 
and get more excited by their work. 



| | A really good way to make sure that your 
project team sticks together is to establish 
ground rules for your project, which set a 
standard for how everyone works together. 




This is erne of the tools f tethni<\ues 
(or Develop Pvojedt Team- 



You develop your project team ky keeping tkem motivated, 
and you do tkis all tke way tkrougfk your entire project. 
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Pevelop the team with your management skills 



How do you keep your team motivated and up and running? With the 
tools and techniques for Develop Project Team, that's how. When 
you're working with your team, you need to be a leader. That means 
setting the rules for how people interact with each other, making sure 
they have the skills they need, setting up a good working environment 
and keeping them motivated. 



The mpu-b -to Develop 
Project Tea* av-e i\\c 
ou-fcpu-b you jus-fc Seated. 



Inputs _. 



i 



tit 

Project Staff 
Assignments 




Resource 
Calendars 



Project 
Management Plan 




^. 



P'tsfcuss'm^ yro\AY\A 
v-ules v/rth "bhe 
•beam tan be veally 
valuable, because it 
Kelps evev-yor\e see 
v/hat's important "to 

•bKe'iv- teammates! 




Recognition and 

rewards are the best way 
to keep your team motivated! 

Interpersonal Skills 

are all about using soft skills 
to help the people on your 
team solve problems. 

Ground rules help you 

prevent problems between 
team members, and let you 
establish working conditions 
that everyone on the team 
can live with. 

Team-building activities 

are important throughout your 
entire project. You're responsible 
for keeping the team together! 



Training is a really important part 
of developing your team. If you've 
got a team member who doesn't 
have the skills to do the job, you 
need to get them trained. . . and it's 
up to you to plan enough of the 
project's time and budget to make 
sure it happens! . 

aUvs ema.U the tea« 



«t«» \>*1 ^ ke a **t 



o«- 



Co-location is the opposite 
of virtual teams. When you have 
all of your team located in the 
same room, you can increase 
communication and help them 
build a sense of community. 
Sometimes that room is called a 
war room. 




***Vit* 



These tools and techniques do a lot to help you manage your team. But do they really 
establish you as a leader? What's the difference between management and leadership? 
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let's get interpersonal 

Your interpersonal skills caw make a big nc ^ was , appy t _ k o ^ 

difference for your team c f "'/T.^t bc « 1L But 

f v/he* Alike told them -thai the 

Knowing all of the tools and techniques in the PMBOK® Guide will help Company saw the game's suddess 

you to know a lot about your project, but the way you help your team to get as responsible -for 10% o-f their 

the job done is just as important as the steps you take to get it done. revenue, i"t realy showed "the** hoy/ 

important -the work was. 

Leadership is all about giving the team a goal to shoot for and helping them to see the \ 

value in the work they are doing It's not enough to have a team know the end product that ) 

they're buiilding; they need to understand the value that that product is going to 
bring to the company. A project manager needs to constantly remind the team of the 
vision they're working toward and make decisions to help keep the team on track toward it. 

$ #■■ ^\m!^9 Team-building involves helping your team learn to depend on each other and 

>L i |^k trust each other. Asa project maanger, it's your job to help the team come to an 

^^p understanding about how they'll communicate with each other and stay motivated 

H V^ft when things go wrong. If you're open about your decision-making processes and 

communicate often about what you're doing, you can help your team to bond 

H with each other. Some people think of team building as going out for pizzas 

W ^m after work, but it's more about how you lead, and how you help to create an 

/^ ^ *r^\ environment where your team members can trust each other. 



Motivation demonstrates to your team the value that the project has for them. It 
includes making sure that people are compensated and rewarded financially for their work. 
But that's not the most the only facet of team motivation that you need to be concerned 
with. Your team also needs to know how they tasks they're doing contribute to project 
success and what's in it for them. Motivating your team is about helping them to be 
satisfied with the the job they're doing, recognizing them when they do a good job, 
and keeping them challenged with new and different problems. 

Communication is a constant concern when you're leading a team. It's not enough to 
make the best decisions to get your project done, you've got to make sure that everybody 
in the team knows why you're making them and feels like you're being open and honest 
^% about what's motivating every decision you make. If the people on your team feel like 
/ they're always getting the information they need from you and that they're never in the 

l dark, they'll be able to trust you and each other more. 



When Mike agreed -to Consolidate the Code reviews -for two -features into 
one review, he &>rgot to tell the team about it- When the -first Code review 
was cancelled the team was Con-fused. They thought Mike didn't L&t about 
the quality o( the product they were making and the misunderstanding was 
really hard ov\ them. 



460 Chapter 9 



human resource management 




i 



Influencing is all about using your relationships with the people on ]^^ S \ 
your team to get them to cooperate in making good decisions for the 

project. When you lead by example, you show your team how you want ' ,kc *»«)de sure he ta 4- 

them to behave by doing it. It may seem subtle, but the way you work "^7 ^s o4xen as he t. \A A f / 

as a project manager can set the standard for your teammates. Wii/e he y\oi\6cd -thai l ^ 

Collaborating with your team on the best way of working through your c tea** y/ds do'im 4- k / ° h 

project is a really effective way of making sure that the team members -nihg. 

gel, and know that they can rely on each other. 



Political and Cultural Awareness means knowing the people 

on your team and understanding their backgrounds. Since projects 
sometimes span more than one culture, it's important to take the time 
to understand the similarities and differences in the working 
environments across the project team. It's equally important to 
communicate with your team members and understand what motivates 
them. 



Decision-Making is how you handle the issues that come up when you're working 
through your project. There are a few basic techniques for decision making that you'll use: 

Command - Sometimes, you'll just make a decision and inform your team 
about it. You'll decide and then team will do what you say. 

Consultation - Sometimes you'll talk your decision over with your team and ask 
for their opinions before you decide. 

Consensus - Another way of making decisions is to talk about a few options 
with your team and get everybody to agree on one of them before you decide. 

Coin Flip - Another way to make a decision is to just randomly choose one of 
the options. 



Negotiation helps people the on your team come to an 
agreement about how to work together. It's important when your 
negotiating to listen to both parties in negotiation and to make 
sure that you make it clear when concessions are made. 

That should everyone see both sides of the issue and know that 
you're negotiating a fair resolution to the issue. 
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Lead the team with your management skills 

You've seen tools and techniques that help you set up a great environment 
for your team to succeed, but you need more than that to get 
them through a tough project. You need leadership skills, 
those "soft skills" you use to influence your team and keep 
them directed toward the project's goals. 



You use leadership skills 

But they're "*sl >*H* 1 ' lt m 
Develop Projedt Team because 

that's where you lead your 
team through their work. 

The five kinds of power 




You're right, it can't. What the PMP® exam can quiz you 
on is your knowledge of leadership skills. There's been a lot of 
research on how people wield power in companies. The PMP 
exam concentrates on research done by two social psychology 
researchers named French and Raven who came up with five 
different kinds of power that people use to influence others. 




There are five kinds of power t hat a pxQ i'ect manager typically uses 
on a project. The first is calledQegitima te pow gg^whish is what 
you use when you assign work to someone who reports to you. 



When you ire soke's boss, you have legitimate 
power h> tell them what h> do. But when you 
work in a matrixed organization you don't 
have direct worts/ So you'll need h> use the 
other kinds o-f power h> in-Pluende your team. 



Reward power is what you have when you 
can award a bonus or another kind of reward in 
order to motivate teamrnembers. Alwaysmake. 
sure that rewards arevfair^Vyou dont want 
to single out one person who is eligible for a 
reward without giving others a chance at it! And 
rewards work best when they're tied to specific 
goals or project priorities. 



faking everyone Compete 
*or one single y^ard 
isn't -Pair-it's actually 
demotivating h> -(We 
people ho Compete -for 
^ arbitrary pviz*. 



Expert power means that the team 
respects you for your expertise in a 
specific area, and gives you credibility 
because of that. Think about it: a 
team of programmers is more likely 
to respect you and do what you ask 
them to do if they know that you're an 
accomplished software engineer! 





Reward av\d expert power 
^yc the most e-HWtive 
kinds o-P power that a 
project manager £dn use 
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Referent power means that people admire 
you, are loyal to you, and want to do what you 
do because you're part of the cool crowd. Often, 
a project manager might wield referent power 
because he's trusted by people in authority, and 
others perceive him as associated with success. 

I-P you buy somcbW^ because 
a fceleW'i-by dots, that's 
v-e-Cev-en-b \>o>wev-. 



Punishment power is exactly what it 
sounds like — you correct a team member for 
poor behavior. Always remember to do 
this one-on-one and in private! Punishing 
someone in front of peers or superiors is extremely 
embarrassing, and will be really counterproductive. 




«5 

Could you ir^agme i-P 
*o*eo«e said that fc you 




* 



c* 



Legitimate Power 
Reward Power 

Expert Power 
Referent Power 
Punishment Power 



Match each form of power to the scenario where it's being used. 

"We're not meeting our quality standards, and until 

We do We're going t° Ji^Ve t° Work Weekends." 

A project manager sets up an "Accolade Wall" and posts 
awards for team members wfe come In aKead of schedule. 

EVeryone always does wKat Sjielly says because 
everyone knows tKat senior management l°Ves W. 

A functional manager assigns a tester to work on 
tte project managers team. 

TKe programmers always listen to the team lead 
because lie's a really good software architect. 
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Motivate your team 



This ${*# is all part *P Recognition 
and Rewards-one o£ the tools and 

techniques £>r Develop Project Tea* 



No matter how good your "soft skills" are, if your team has a lousy work 
environment, they're going to have a hard time getting the project done. 
Luckily, there's been research done over the years to figure out exactly what 
makes a good working environment. For the PMP exam, you'll be expected to 
be familiar with the most popular theories of motivation and organization. 



You might see this i* a question about >|asU 
theory, or it might show on the exam as 
Hierarchy of Needs" or >|aslow's Hierarchy." 



"H§ 



ike 




AWne&cW '"sometWrn^ 
a paycheck or status^sUU^ 
^fe iieedm order fe do ^ job- 
ft ? eo ? Ie don't Viavettte^** 
really hard to motivate them. 



Maslow's Hierarchy of Needs says that 

people have needs, and until the lower ones are satisfied 
they won't even begin to think about the higher ones. 



/Waslow says y ou ta*i 
achieve the higher heed 
until you're £om£>rtabl< 
with the lower 



Herzberg's Motivation- ^fygien g? Theory 

Sure, you love being a project manager. But would 
you do the job if you weren't getting a paycheck? Of 
course not! 



..you need to -reel 
sa-Ce and accepted 
be-fore you da* 
make a higher 

Contribution 





What Herzberg figured out was that 
things like good working conditions, 
a satisfying personal life, and 
good relations with your boss 
and coworkers — stuff he called 
"hygiene factors." They don't 
motivate you, but you need them 
before you can be motivated. Until 
you have them, you don't really 
care about "motivation factors" like 
achievement, recognition, personal 
growth, or career advancement. 



you need 




McGregor's Theory X and Theory Y 

McGregor tells us that there are two kinds of 
managers: ones who assume that everyone on 
the team is selfish and unmotivated, and ones 
who trust their team to do a good job. He calls 
the kind of manager who distrusts the team a 
"Theory X" manager, and the kind who trusts 
them a "Theory Y" manager. You could get 
exam questions where the answer could 
be "Theory X" or "Theory Y"— or both! 



rterzi,er 5 sa 7 st.at people need 
tne stud tney norma W e, ? e,t out 
o*a\ob^keVu>tc^ 

acW.evement and personal growtW 



h Theory X manager will 
team, looking over everyone 
the time a»d making them & c | |,ke they 
' t trusted. ' 



micromanage the 
ook.ng over everyone's shoulder all 



are* 




It's much better-and easier-to 
be a Theory V manager, l-f you 
trust the team to do their jobs, 
they won't let you downf 
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tW.es that «>•'# a??** * 



Two moV"€ 

^c PMP e*a»*-al-tV>ou<^ they* 
/^nearly as tommo* as the otiiew. 

Expectancy Theory says that you need to give 
people an expectation of a reward in order to motivate 
them — but this only works if that award is achievable. 
If everyone knows the award is either worthless or 
impossible to achieve, it will actually demotivate them! 



McClelland's Achievement Theory says that 

people need achievement, power, and affiliation to 

be motivated. Achievement is when someone performs 
well and is recognized for it. Power means he or she has a 
lot of control or influence in the company. And someone 
feels a strong sense of affiliation from being a part of 
a working team and having good relationships with 
coworkers. 




ExGRciSe 



Each of the following scenarios demonstrates one of the motivational theories at work. 
Write down which theory each scenario describes. 



Bob is a programmer on the team, but he doesn't 
really feel like he's "one of the guys." He doesn't 
really have a lot of control over the work he's 
assigned. Recently, Bob put in a long weekend to 
get his work done, but nobody really seemed to 
take notice. 



2. There was a break-in in the office, and now people 
are really jittery. Plus, the heating system has been 
broken for weeks, and it's freezing! No wonder 
nobody's getting any work done. 



E ric's a functional manager, but his team seems 
to move really slowly. It turns out that everyone 
who reports to him has to hand him their work first, 
before they can give it to anyone else. He goes 
through it line by line, which sometimes takes 
hours! He doesn't trust his team to release anything 
he hasn'tseen. 



4. J oe's a functional manager, and his team is very 
efficient. He spot-checks their work, but for the 
most part he sets realistic performance goals and 
trusts them to meet it- he only pulls people aside if 
he finds that there's a specific problem that has to 
be corrected. 



5. A project manager is having a lot of trouble 
motivating the team. He tries setting up rewards 
and a good working environment. But the team 
remains difficult to motivate- mostly because their 
paychecks all bounced last week, and everyone is 
angry atthe CEO because they didn't get bonuses.. 



i^iSwersonpage482. 
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the real last stage is blaming 



Stages of team development 

There's a process for a team to get from a group of strangers 
to a group that creates something good together, that's what 
the stages of team development are all about. 




Ttt 



5 



o 






Forming - People are still trying to figure out their roles in the 
group; they tend to work independently, but are trying to get 
along with each other. 

Storming - As the team learns more about the project, 
members form opinions about how the work should be done. 
This can lead to temper flare-ups in the beginning, when people 
disagree about how to approach the project. 

Norming - As the team learns more about the other people on 
the team, they begin to adjust their own work habits to help out 
each other and the team. Here's where the individuals on the 
team start learning to trust each other. 

Performing - Once everyone understands the problem and 
what each other are capable of doing, they start acting as a 
cohsesive unit and being efficient. Now the team is working like 
a well-oiled machine. 

Adjourning - When the work is close to completion, the team 
starts dealing with the fact that the project is going to be closing 



Reseav-dhev- Bv-ude 
Tudkman dame up 

v/rth "this -five— 

s-taje model as a 

model -ro\r team 
decision— making. 



Although this is the normal progression, it's possible that the team can get stuck in any 
one of the stages. One big contribution you can make, as the Project Manager, is to help 
the team get through the initial Storming phase and into Norming and Performing. It's 
important to keep in mind that people have a tough time creating team bonds initially, and 
to try to use your soft skills to help the team to progress through the stages quickly. 




Itlvfc** 



How does knowing the five stages of team development change the decisions that you'll 
make in handling conflicts on your team? 
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Each of the following scenarios demonstrates one of the stages of team development. 
Write down which stage each scenario describes. 

ExettciSe 

1. J oe and Tom are both programmers on the Global Contracting project. They disagree on the overall 
architecture for the software they're building, and frequently get into shouting matches over it. J oe thinks 
Tom's design is too short-sighted and can't be re-used. Tom thinks J oe's design is too complicated and 
probably won't work. They're at a point right now where they're barely talking to each other. 



.Joan and Bob are great at handling the constant scope changes on the Business Intelligence Project. 
Whenever the stakeholders request changes, they shepherd them through the change control process and 
make sure the team doesn't get bothered with them unless it's absolutely necessary. That leaves Darrel and 
Roger to focus on building the main product. Everybody is focusing on their area and doing a great job. It 
seems like it's all just clicking for the group. 



3. Derek just got to the team, and he's really reserved. Folks on the team aren't quite sure what to make of him. 
Eveybody's polite, but it seems like some people are a little threatened by him. 



4. Now that the product has shipped, the team is meeting to document all of their lessons learned and write up 
project evaluations. 



5. Danny just realized the J anet is really good at developing web services. He's starting to think of ways to 
make sure that she gets all of the web service development work and Doug gets all of the client software 
development. Doug seems really happy about this too-he seems to really enjoy building Windows 
applications. 



->» i^iswers on page 484. 



you are here ► 467 



assessing performance 

How's the team doing? 

There are two outputs of Develop Project Team. 
One is the Team Performance Assessment. 
Developing the project team means working with 
them to keep everyone motivated, and training them 
to improve their skills. The other is updates to 
your company's Enterprise Environmental 
Factors, to update your company's personnel 

at itWs ** «*>* 
proved, a«d make «*e * s 
documented ^ crC 

Has "the -team pffrtarmainte improved? 

Ave -the motivational techniques 
y/ovkmj? |-f so, -thai y>es V»e*-e| 

you can measure how motivated 
and happy the team is by keeping 
an eye on the turnover vate- 



Outputs 




You II need to keep {rack of how well 
the team is femfcrmihj, because when 
the team has problems you'll have a 
good baseline -to compare against- 



Cows Gone Wild IV 
Team Performance Assessment 

Competencies /SkHlsimprovem^ ^ 

ZX CoZe to hold seminar on design techmques. 

Team Performance rnhpsion and it's resulted 

improvement from CG l/IMJ/. 



^ 



BULLET POINTS: AIMING FOR THE EXAM 



Project managers use their general management skills 

("soft skills") to motivate and lead the team. 

In a matrixed organization, the project manager doesn't 
have legitimate power, because the team doesn't 
directly report to the project manager. 

The most effective forms of power are reward power, 
where the project manager sets up rewards and 
recognition for the team, and expert power, which 
means the team respects the project manager's 
technical expertise. 

Referent power is power that's based on identifying 
with or admiring the power-holder. 

Punishment power is the least effective form of power. 
The project manager should never punish a team 
member in front of peers or managers! 

Project managers should be familiar with modern 
theories of motivation and management. 



McGregor's Theories X and Y state that there are poor 
Theory X managers who don't trust their teams, and 
good Theory Y managers who do. 

Maslow's Hierarchy of Needs is the theory that 
says that people can't achieve "self-actualization" (full 
potential) or esteem (feeling good and important) until 
lower needs like safety and security are met. 

Herzberg's Theory says that it's difficult to motivate 
people unless hygiene factors like a paycheck and job 
security are already in place. 

Expectancy Theory holds that people only respond 
to rewards that are tied to goals they feel they have a 
realistic chance of achieving. 

Bruce Tuckman's five stages of team development are 
forming (the team still finding their roles), storming (the 
team forming opinions), norming (adjusting work habits 
to help the team), performing (working like a well-oiled 
machine), and adjourning (closing down the project). 
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Cubicle conversation 




We've got a problem, Mike. My team 
needs the 3-D model designs and 
texture maps from the design team, but 
we're not getting them. 




Amy: Look, we've been over this, Brian. My team is working on level 
design, and that's the priority right now. 

Brian: Mike, is that true? 

Mike: I checked the schedule, and all three of those things are part of the 
current activity. It's not really clear which one of them is the priority. 

Brian: Look, my team will be halted if we don't get those models 
and textures. 

Amy: Gome on, Brian. You guys have a whole bunch of unit tests that you 
can write, and I know you're a week behind on code reviews. Can't you 
just work on those in the meantime? 

Brian: My team's been reviewing code for two weeks now. They need 
a break! 

Amy: Aha! So it's not really that you're going to fall behind if you don't get 
the textures immediately. 

Brian: Well, no, but I'll be dealing with a team that has motivation 
problems. And I'm the one who has to clean up that mess! 

Mike: OK, hold on, guys. Let's see if we can work this out. 

Amy: I don't see what there is to work out. He's being unreasonable. 




Klvfc** 



It looks like Brian and Amy are having a serious conflict, and it could have a big impact on the 
project if Mike doesn't get it under control! What usually causes conflicts in projects, and what 
can the project manager do about it when those conflicts happen? 
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Managing your team means solving problems 

Wouldn't it be great if your team members never had any conflicts? Well, 
we all know that conflicts are a fact of life in any project. A good project 
manager knows how to handle conflicts so they don't delay or damage the 
project. And that's what the Manage Project Team process is about. 




Executing 

process 

group 



You already know */hat these inputs -v 
are, and what they Ye W ^^^ 



Project Staff Assignments 




1 



This tomes -from Develop 

Project Team, and tells 

fou no*/ the work's been 




<\ 



Team Performance 
Assessments 




Performance 
Reports 
We'll see -these in -the 
»ext £hap-tcr/ They 
tell you i-f th c project's 
deviated -from the plan. 



Conflict management is one of 

the most important tools in Manage 
Project Team, because it's where you 
resolve conflicts between people. 

Issue logs are really useful for 
keeping track of any issue, problem 
or conflict that happens throughout 
the project. As each issue is resolved, 
write down the resolution. 



Project performance 

appraisals means looking at 
each person's work and assessing 
his or her performance. 

Interpersonal skills are all 

about helping the people on your 
team to solve problems. 

Observation and 

Conversation are how you 

communicate to manage your ^ • 
team. 



- i^arpen your pencil 




You should have a really good feel for what the outputs 
are from any process in the Monitoring & Controlling 
process group. Write them in here. 
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Conflict management up close 

It's probably no surprise that over half of conflicts come from priorities, schedules, 
and people. That's why so many of the processes you're learning about are 
focused on preventing conflicts. Ground rules, good planning practices, and 
pretty much anything that has to do with communication are all there to prevent 
the most common reasons that conflicts happen. 




Some of the common reasons that conflicts happen 

ReSOUrCGS are scarce — that's why you have to negotiate for 
them. Have you ever been in a situation where there's a "good" 
conference room, or top-performing team member, or even that 
photocopy machine that always seems to be in use? Well, that's a 
scarce resource. No wonder resources cause so many conflicts. 

Priorities mean one project or person is more important 
than another, and gets more budget, resources, time, prestige, 
or other perks. If the company's priorities aren't crystal clear, 
then conflicts are definitely going to happen. 



Schedules decide who gets what, when. Have you ever 
had a client, sponsor, or stakeholder get upset because your 
project won't come in as early as he or she wanted it to? 
Then you've had a conflict over schedules. 




These ihree ftihy an 



ver kalf of all 
conflicts are caused 

y resources, priorities, 
and schedules. 



^£<we move souvdes o£ Lor>$\\ti 



Personalities are always 
clashing. Sometimes two 
people just don't get along, 
and you're going to have to 
find a way to make them work 
together in order to get your 
project done. 



Cost disagreements seem to 
come up a lot, especially where 
contracts are involved. Even 
when the price is agreed upon 
up front, buyer's remorse will 
set in, and it will lead to issues. 



Technical opinions are 

definitely a reason that conflicts 
happen, because it's really hard 
to get an expert to change his 
mind. . . so when two of them 
disagree, watch out! 



i— <5$»***^** 






lx^^^^J* 






What's the best way to deal with 


a conflict between two people 


on your project team? 
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How to resolve a conflict 

When you're managing a project, you depend on people to get 
the work done. But when they have any sort of conflict, your 
project can grind to a halt. . . and you're the one who has to 
face the music when it causes delays and costs money! Since 
you're on the hook when a conflict threatens your project, 
you're the one who has to resolve it. Luckily, there are 
some techniques for getting your conflicts resolved. 



The test way to resolve a 
conflict is to confront the 
problem: do your research, 
figure out what's behind it, 
and fix the root cause. 



Confronting— or problem-solving— is the 
most effective way to resolve a conflict. 

When you confront the source of the conflict head-on 
and work with everyone to find a solution that actually 
fixes the reason that conflicts happen, then the problem 
is most likely to go away and never come back! 




The first tW$ you do whenever yo 
£ade a problem is do youv veseavdn 
and ja-bhev all tne information so you 
dan make an informed dedision- 



Compromise sounds good, doesn't it? 
But hold on a second — when two people 
compromise, it means that each person gives 
up something. That's why a lot of people call 
a compromise a "lose-lose" solution. 






Collaborating means working with other 
people to make sure that their viewpoints and 
perspectives are taken into acount. It's a great 
way to get a real commitment from everyone. 
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Smoothing is what you're doing when you try to 
play down the problem and make it seem like it's not so 
bad. It's a temporary solution, but sometimes you need 
to do it to keep tempers from flaring and give people 
some space to step back and really figure out what's 
going on. 





Forcing means putting your foot down and 
making a decision. One person wins, one 
person loses, and that's the end of that. 



/ou should really ^y 
"to avoid -Pordir^ a »d 
withdrawal rf y ou ^ 




} 




Withdrawal doesn't do much good for 
anyone. It's when people get so frustrated, angry, 
or disgusted that they just walk away from the 
argument. It's almost always counterproductive. 
If someone withdraws from a problem before it's 
resolved, it won't go away — and your project will 
suffer. 




Who's really bc'mj 
unreasonable here? 
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confront the problem 




But confronting sounds 
like a bad thing! Shouldn't 
I avoid confrontation? 



No! Confrontation is just another 
name for problem-solving, because 

you solve a problem by confronting it head-on, 
doing your research, and fixing whatever is 
causing it. If you always remember to: 



H^ConTront tke problem 



. . .it will really help you through a bunch of 
questions on the exam! 



"^hH " *»tw 







/Hake \t St.dk' fJtL £ 
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Take a look at each of these attempts to resolve a conflict and figure out which conflict 
resolution technique is being used. 

ExeftciSe 

1. "I don't really have time for this- let's just do it your way and forget I ever brought up the problem." 



2. "Look Sue, J oe's already filled me in on your issue. I've considered his position, and I've decided that 
he's right, so I don't need to hear anymore about it." 



3. "Hold on a second, let's all sit down and figure out what the real problem is. 



4. "Joe, you've got a solid case, but Sue really brings up some good points. If you just make two little 
concessions, and Sue gives up one of her points, we'll all be good." 



5. 'You guys are almost entirely in agreement- you just differ on one little point! I'll bet we'll be laughing 
about this next week." 



6. "I don't really have time to deal with this right now. J ust figure it out and get back to me." 



7. "I know this problem seems really big, but I'll bet if we take a long, hard look at it, we can figure out how 
to fix it permanently." 



i^iSwersonpage483. 
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no dumb questions 



tWeiare no 

Dumb Questions 



% 



How do I know what form of power to use? 



r\. You should always try to use expert power or reward power if 
you can. Expert power is effective because people naturally follow 
leadership from someone who they respect. And reward power is 
also good because rewards help people motivate themselves. 

When you use referent power, you're appealing to a really important 
psychological tool: the fact that when you like someone or they like 
you, you're much more likely to influence them. And when you use 
punishment, you have to be very careful because it can be highly 
demotivating to the team. When you use it, always be careful not 
to punish someone in front of the team or other managers in your 
company. That can be embarrassing for them, and just makes you 
look vindictive. Remember, your goal is to get your project back on 
track, not to put someone in his or her place! 

V^/ It sounds like compromise is a bad thing. But I've been 
told that when people are fighting, I should always look for a 
middle ground! 

r\. Yes, as little kids a lot of us were told that we should always 
look for a compromise. And that probably is the right thing to do on 
the playground. But when you're managing a project, you're judged 
by the success of your final product, not by how happy your team is. 
When you forge a compromise instead of really figuring out what's 
causing the problem, you're usually taking the easy way out. 



V^/ I'm still not quite clear about all of that storming and 
norming stuff. Do I need to know that to run a project? 

r\. Yes, you do! When Bruce Tuckman published his pioneering 
research about group development in 1965, he was looking for a 
model to describe how teams face their challenges, tackle their 
problems, find solutions to those problems, and deliver results. Since 
then, it's become the foundation for a lot of modern thinking about 
how teams form and work. More importantly, if you learn to recognize 
how teams evolve over the course of a project, it will actually help 
you in real life when you run your projects. If you understand how 
group dynamics work, you'll have a much better idea of what's 
causing conflicts and problems on your team, and you can help 
everyone work through those problems. Sometimes knowing that 
groups go through these patterns helps you keep perspective... and 
realize that it's normal-even healthy!- to have conflicts every now 
and then. 

Try to avoid using punishment. 
When you do have to punish 
someone, make sure to do it in 
private, and not in front of 
peers or other managers. 



«* 



BULLET POINTS: AIMING FOR THE EXAM 



50% of project problems and conflicts are caused by 
resources, schedules, and priorities. Personality 
conflicts are actually the least likely cause. 

The best way to solve a problem is to confront it, which 
means doing your research, figuring out what's causing 
the problem, and fixing it. 

Withdrawal happens when someone gives up and 
walks away from the problem, usually because they're 
frustrated or disgusted. If you see a team member doing 
this, it's a warning sign that something's wrong. 



Don't be fooled by questions that make it sound like 
"confronting" is a bad thing. Confronting is just 
another word for problem-solving. 

Smoothing is minimizing the problem, and it can help 
cool people off while you figure out how to solve it. 

You should only compromise if you can't confront the 

problem. 

Forcing means making a decision by simply picking one 
side. It's a really ineffective way to solve problems. 
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The Cows &one Wild IV team ROCKS! 

The odds were against Mike — he had to fight for a whole new 
team, keep them motivated, and solve some pretty serious 
problems. But he followed his plan, got a great team together, 
kept them on track, and got the product out the door! 







Mke made sure 
everyone had a great 
working environment.. 

...We set i-?**"** 
that toft «***» 
w otwated 






•• --there were lo*$\\t{s and 
arguments, but he ^on-fronted 
ea*h o* them ahd got the 
project bade oh trade... 




...ahd the team built 
the best Cows $o*t 
Wild game evevf 





i? 
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Question Clinic: The "Have-A-Meetiwg" Question 



\ 





There are a whole lot of questions on the exam that 
give you a situation where there's a conflict, an issue, or even 
a crisis, and ask you what to do first. The trick is that in all of these cases, one 
of the options is to have a meeting. Sounds odd, right? But this is actually really 
important for a project manager to know! That's because you need to gather 
information from other people before you make a decision. 



iV 



Don't be -Pooled— even though 
-this asks about toY\$\\ti, -thai 
doesn t mean it's asking you 
-for a toY\(\\l± resolution 



Its not always team members who 
tove toM* Y°* tould have a* 
unhappy dent ^o ^ as a <^? tamt 
about you or your team members... 
and that client tould be right- 



Sounds like these guys 
aire might, and the 
other fey-son is wrong... 
might? Well, maybe not- 



>i^ue. 



Nevem push ott your management 
responsibilities on the tea* 

That's not true/ l/Vhat i-f the 
schedule has a problem and needs 
change Control? The junior team 
member dould be right- 

\/o\a shouldn't make a 
unilateral decision without 
understanding the ton-C lidt 

TWis is the right answer. 
te all the U{* before 
you make any move 3 ^"^ 






thisCconflict?, 

A Tell eveiyone to «ori= out ite problem among themselves. 
B. Tell fcejoniormemberMyou should always folio, me 

schedule 
C Te// them to keep to the original schedule 
P Rfeet wm all three people and get all the information 



Remember how you always look at the 
impact of a change before you decide 
whether or not to make it? Well, this is 
the same idea! You always want to look at 
all the facts before you make a move. 







/v 




478 





-V 



UBS 



Fill in the blanks to come up with your own "Have-A-Meeting" question! 



You're managing , when 

(descrjpfeti «A fcp&jecf) (f\^© ]>e©p]e wifji 5 centficf) 

come to you iv/th a disagreement about p, , . One team member 

(s©io?ce ©f disagreement 

savs T , ivh/7e the other says T1T T . 

(©tie idea ab©uf JSw f© SSip it! (a 4iteenf idea ab©uf h©w f© s©]ve it) 

What's the first thing that you do? 

A. _^ 

(m^^m\ii4&4 decisis) 

B. 



(side wifli ©tie ]>ers©ti) 

C T 

(side Avifh ftfc' rfher 1f ers©ti) 

D. 

(Ji^eatneefitig) 

Here's an additional "Have-A-Meeting" exercise to help getyou used to this kind of question. 

How many different ways can you say "Have a meeting"? Fill m a -few r»ov-e. 




Gather information from everyone involved 

Talk to the people involved directly 

Make sure you know everything you need 
about the situation 

Don't make a move until you've got all the 
information 



4- 



u 



3oin the Head first W community at http://www.headfirstlabs.com/PMP 

You can add your Head Libs answer, and see what Head Libs other project managers came up with! 

A/ *X 
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exercise solutions 




Read the staffing management plan on the facing page and answer these questions about the 
fiKjV "^ Project. 

TC* -J* 1. How many designers, developers and testers are needed in week #7 of the project? 

$° M ™ 10 ..J..... 

designers developers testers 

2. Who is responsible for verifying that each team member has the skills appropriate to the project? 

M'K^AM and P nan 

3. Rewards should always be tied to performance goals in order to motivate the team. What 
performance goal has been set for the team, and what reward will each team member 
receive if it's achieved? 

Each team member will receive H000 if the schedule is wet, and $500 
•wore if all .quality, control standards are W et, 



* 



€7} 





+ v*w 


AT 1 


-*- 




Match each form of power to the scenario where it's being used. 


Legitimate Power 






"We're not meeting our quality standards, and until 

We do We're going t° JiaVe t° Work Weekends." 


Reward Power 






A project manager sets up an "Accolade Wall" and posts 
awards for team members wfe come In aKead of schedule. 


Expert Power -. 






Everyone always does wKat Sfcelly says because a 
senior director assigned Jier personally. 


Referent Power r 






A functional manager assigns a tester to work on 
tKe project managers team. 


Punishment Power 






TKe programmers always listen to the team lead 
because Jie's a really good software architect. 
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Human Resourcecross Solution 
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Outputs 

four pencil ^ — 

p l'j. You should have a really good feel for what the outputs / 

OvIUulOn are from any process in the Monitoring & Controlling / 

process group. Write them in here. w? 

Change requests Updates to the organizational 

Updates to Enterprise P^ssassets 

Environmental Factors Updates to the project 

management plan 
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Each of the following scenarios demonstrates one of the motivational theories at work. 
Write down which theory each scenario describes. 



E>eRciSe 

Solution 

1. Bob is a programmer on the team, but he doesn't 
really feel like he's "one of the guys." He doesn't 
really have a lot of control over the work he's 
assigned. Recently, Bob put in a long weekend to 
get his work done, but nobody really seemed to 
take notice. 

McClella wd's .Achieve we wt Theory 

2. There was a break-in in the office, and now people 
are really jittery. Plus, the heating system has been 
broken for weeks, and it's freezing! No wonder 
nobody's getting any work done. 

Maslpw's Hierarchy of Needs 

3. Eric's a functional manager, but his team seems 
to move really slowly. It turns out that everyone 
who reports to him has to hand him their work first, 
before they can give it to anyone else. He goes 
through it line by line, which sometimes takes 
hours! He doesn't trust his team to release anything 
he hasn'tseen. 

McGregor's Theory X 



4. J oe's a functional manager, and his team is very 
efficient. He spot-checks their work, but for the 
most part he sets realistic performance goals and 
trusts them to meet them- he only pulls people 
aside if he finds that there's a specific problem that 
has to be corrected. 

McGregor's Theory Y 

5. A project manager is having a lot of trouble 
motivating the team. He tries setting up rewards 
and a good working environment. But the team 
remains difficult to motivate- mostly because their 
paychecks all bounced last week, and everyone is 
angry at the CEO because they didn't get bonuses. 



Herzberg's Motivation-Hygiene Theory 
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Take a look at each of these attempts to resolve a conflict and figure out which conflict 
^ , resolution technique is being used. 

EmaSe 

1. "I don't really have time for this- let's just do it your way and forget I ever brought up the problem." 

Withdrawal 

2. "Look Sue, J oe's already filled me in on your issue. I've considered his position, and I've decided that 
he's right, so I don't need to hear any more about it." 

Forcing 

3. "Hold on a second, let's all sit down and figure out what the real problem is." 

Conf routing (or problem-solving) 

4. "Joe, you've got a solid case, but Sue really brings up some good points. If you just make two little 
concessions, and Sue gives up one of her points, we'll all be good." 

Compromise 



5. 'You guys are almost entirely in agreement- you just differ on one little point! I'll bet we'll be laughing 
about this next week." 

Smoothing 



6. "I don't really have time to deal with this right now. J ust figure it out and get back to me." 

Withdrawal 



7. "I know this problem seems really big, but I'll bet if we take a long, hard look at it, we can figure out how 
to fix it permanently." 



Confronting (or problem solving) 
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ready for some exam questions? 

As ,..„■,.■__...,.„..,■■,■,, 

^h-i*ttri<Ifl Wr ' te c ' own w ^ c ^ sta ^ e eac ^ scenar '° describes. 

1. J oe and Tom are both programmers on the Global Contracting project. They disagree on the overall 
architecture for the software they're building, and frequently get into shouting matches over it. J oe thinks 
Tom's design is too short-sighted and can't be re-used. Tom thinks J oe's design is too complicated and 
probably won't work. They're at a point right now where they're barely talking to each other. 

Storming 

2. Joan and Bob are great at handling the constant scope changes on the Business Intelligence Project. 
Whenever the stakeholders request changes, they shepherd them through the change control process and 
make sure the team doesn't get bothered with them unless it's absolutely necessary. That leaves Darrel and 
Roger to focus on building the main product. Everybody is focusing on their area and doing a great job. It 
seems like it's all just clicking for the group. 

Performing 

3. Derek just got to the team, and he's really reserved. Folks on the team aren't quite sure what to make of him. 
Eveybody's polite, but it seems like some people are a little threatened by him. 

Forming 

4. Now that the product has shipped, the team is meeting to document all of their lessons learned and write up 
project evaluations. 

Adjourning 

5. Danny just realized the J anet is really good at developing web services. He's starting to think of ways to 
make sure that she gets all of the web service development work and Doug gets all of the client software 
development. Doug seems really happy about this too-he seems to really enjoy building Windows 
applications. 

Norming 
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1. A RAC I Matrix is one way to show roles and responsibilities on your project. What does 
RACI stand for? 

A. Responsible, Approve, Consult, Identify 

B. Responsible, Accountable, Consulted, Informed 

C . Retain, Approve, Confirm, Inform 

D. Responsible, Accountable, Confirm, Inform 

2. Everybody does what Tom says because he and president of the company are golfing 
buddies. What kind of power does he hold over the team? 

A. Legitimate 

B. Reward 

C. Punishment 

D. Referent 

3. What's the most effective approach to conflict resolution? 

A. Smoothing 

B. Confronting 

C. Compromise 

D. Withdrawal 

4. Two of your team members are having a disagreement over which technical solution to 
use. What's the first thing that you should do in this situation? 

A. Consultthe technical documents 

B. Tell the team members to work out the problem themselves 

C. Ask the team members to write up a change request 

D. Meet with the team members and figure out what's causing the disagreement 

5. J oe is a project manager on a large software project. Very late in his project, the 
customer asked for a huge change and wouldn't give him any more time to complete the 
project. At a weekly status meeting, the client demanded that the project be finished on 
time. J oe told the client that he wasn't going to do any more status meetings until the 
client was ready to be reasonable about the situation. Which conflict resolution technique 
was he using? 

A. Forcing 

B. Compromise 

C. Withdrawal 

D. Confronting 
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6. You've just completed your resource histogram. What process are you in? 

A. Acquire Project Team 

B. Develop Project Team 

C. Develop Human Resource Plan 

D. Manage Project Team 

7. Which of the following describes Maslow's Hierarchy of Needs? 

A. You can't be good at your job if you don't have a nice office 

B. You need to feel safe and accepted to want to be good at your job 

C. Your boss's needs are more important than yours 

D. The company's needs are most important, then the boss's, then the employee's 

8. J im and Sue are arguing about which approach to take with the project. Sue makes some good points, but 
Jim gets frustrated and storms out of the room. What conflict resolution technique did Jim demonstrate? 

A. Withdrawal 

B. Confronting 

C. Forcing 

D. Smoothing 

9. Tina is a project manager who micromanages her team. She reviews every document they produce and 
watches when they come and go from the office. Which kind of manager is she? 

A. Theory X 

B. TheoryY 

C. Theory Z 

D. McGregor Manager 

10. Which of the following is NOT one of the top sources of conflict on projects? 

A. Resources 

B. Technical opinions 

C. Salaries 

D. Priorities 

11. What is the "halo effect"? 

A. When a project manager is good, the team is good, too 

B. The tendency to promote people who are good at technical jobs into managerial positions 

C. When a project manager picks a star on the team and always rewards that person 

D. When a technical person does such a good job that no one can find fault with them 
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12. You are working on a construction project that is running slightly behind schedule. You ask the 
team to put in a few extra hours on their shifts over the next few weeks to make up the time. To make 
sure everyone feels motivated to do the extra work, you set up a $1,500 bonus for everyone on the 
team who works the extra hours if the deadline is met. What kind of power are you using? 

A. Legitimate 

B. Reward 

C. Expert 

D. Referent 

13. Two team members are having an argument over priorities in your project. One thinks that you 
should write everything down before you start doing any work, the other thinks you can do the work 
while you finish the documentation. You sit both of them down and listen to their argument. Then you 
decide that you will write most of it down first but will start doing the work when you are 80% done with 
the documentation. What conflict resolution technique are you using? 

A. Forcing 

B. Confronting 

C. Smoothing 

D. Compromise 

14. What is a war room? 

A. A place where managers make decisions 

B . A room set aside for conflict management 

C . A room where a team can sit together and get closer communication 

D . A conflict resolution technique 

15. You are writing a Performance Assessment for your team. Which process are you in? 

A. Develop Project Team 

B. Acquire ProjectTeam 

C. Manage ProjectTeam 

D. Develop Human Resource Plan 

16. You are working in a matrix organization. You don't have legitimate power over your team. Why? 

A. They don't report to you 

B. They don't trust you 

C . They don't know whether or not they will succeed 

D. You haven't set up a good bonus system 
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17. Tom is using an organization chart to figure out how he'll staff his project. What process is he 
performing? 

A. Develop Human Resource Plan 

B. Acquire ProjectTeam 

C. Develop ProjectTeam 

D. Manage ProjectTeam 

18. You're a project manager on an industrial design project. You've set up a reward system, but 
you're surprised to find out that the team is actually less motivated than before. You realize that it's 
because your rewards are impossible to achieve, so the team doesn't expect to ever get them. What 
motivational theory does this demonstrate? 

A. Herzberg's Hygiene Theory 

B. Maslow's Hierarchy of Needs 

C. MacGregor's Theory of X and Y 

D. Expectancy Theory 

19. You're managing a software project, when two of your programmers come to you with a 
disagreement over which feature to work on next. You listen to the first programmer, but rather 
than thinking through the situation and gathering all the information, you decide to go with his idea. 
Which conflict resolution technique did you use? 

A. Compromise 

B. Forcing 

C. Confronting 

D. Smoothing 

20. Your client comes to you with a serious problem in one of the deliverables that will cause the final 
product to be unacceptable. Your team members look at his complaint and feel that it's not justifiable, 
and that the product really does meet its requirements. What's the first thing that you do? 

A. Confront the situation by making the change that needs to be made in order to satisfy the client 

B. Explain to the clientthatthe solution really is acceptable 

C. Work with the client and team members to fully understand the problem before making a decision 

D. Write up a change request and send it to the change control board 



488 Chapter 9 



Exam Qugs^igws — 



human resource management 



1. Answer: B 

Think about how you organize the work on your project and the RAC I chart makes sense. Being responsible for a 
specific task or area of work means you're the one who's on the hook if it doesn't get done. Being accountable means 
you might not be doing it directly but you have influence over it. Some people need to be consulted but don't get 
involved in the work, while others should just be kept informed of status. 

Du» you tkoce r -,W*t? People „# be * afraid ^^f^^ 

2. Answer: D «= Tom ^ ^ ^ ^ ^a fuw* tHe*. As referent ?»-*• 

The power is here is referent. People are reacting to Tom's relationship to the president of the company, not his own 
authority. 



3. Answer: B 

Confronting does sound like it would be negative, but it just means solving the problem. If you actually solve the problem, 
there's no more reason for people to fight at all. That's always the best way to deal with a conflict. Any of the other 
options could lead to more problems later. 



4. Answer: D 

This is a classic "Have a Meeting" question! You should always gather the information you need before you make any 
kind of decision. 



5. Answer: C 

J oe decided that the best tactic was to refuse to talk to the client anymore- that's withdrawing. It's also probably not 
going to solve the problem. 



6. Answer: C 

You create the Histogram as part of the Staffing Management Plan. It's the main output of the Develop Human Resource 
Plan process. 



7. Answer: B 

Maslow's Hierarchy of Needs says that your safety and acceptance are a prerequisite for you being able to do your best. 



■ 
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Exam Qu£s£ftms — 

8. Answer: A 

J im took his ball and went home. 
That's withdrawal. 



9. Answer: A 




o 



A micromanager is a Theory X manager. 
They believe that all employees need to be 
watched very closely, or they will make mistakes. 



10. Answer: C 

You definitely need to know what causes conflicts on projects. Resources, technical opinions, 
priorities, and personalities all cause people to conflict with each other, and there's a good chance 
you'll get a question on that! 



11. Answer: B 

J ust because someone is good at a technical job, it doesn't mean they will be good at management. 
The jobs require very different skills. 



12. Answer: B 

You are motivating the work by offering a reward for it. People might be motivated by the bonus to put 
in the extra time even if they would not have been motivated by the deadline alone. 



13. Answer: D 

Both of them had to give something up, so that's a compromise. 

14. Answer: C 

War rooms are part of co-location. It's a way to keep your entire team in one room so they don't have 
any communication gaps. 
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15. Answer: A 

Developing the team is where you evaluate performance and setup motivational factors. Manage 
Project Team is where you solve conflicts. 



16. Answer: A 

In matrix organizations, team members usually report to their functional managers. A project 
manager never has legitimate power over the team in those situations. 

17. Answer: A ^ Ui^^ttl 

Tom's project is at the very beginning— he's using the organization chart as a tool to figure out 
who's going to be assigned to his team. 



■ 



18. Answer: D 

Expectancy Theory says that people only get motivated by rewards that they can achieve, and that 
are fair. If you set up a reward system that selects people who don't deserve rewards, or that has 
rewards that are unattainable, then it will backfire and cause people to resent their jobs. 



19. Answer: B 

Whenever you choose one side over another without thinking or actually finding the root cause of 
the problem, you're forcing a solution on it. This is NOT a good way to solve problems! 



20. Answer: C 

Any time there's any sort of conflict, the 
first thing you need to do is gather all the 
information. And that's especially true when 
there's a disagreement between the client 
and the team! You'd better have your facts 
straight in such a charged situation. 
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10 Communications management 



Getting the word out 




Communications management is about keeping 

everybody in the loop. Have you ever tried talking to 
someone in a really loud, crowded room? That's what running a 
project is like if you don't get a handle on communications. Luckily, 
there's Communications Management, which is how to get 
everyone talking about the work that's being done, so that they all 
stay on the same page. That way everyone has the information 
they need to resolve any issues and keep the project moving 
forward. 
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planning a party 

Party at the Head First Lounge! 

Jeff and Charles want to launch their new Head First Lounge, 
so they're going to have a party for the grand opening. They're 
thinking of all of the things they need to do: the DJ, the 
hors d'oeuvres, the drinks, hula dancing. They need to start 
contacting caterers, DJs, and suppliers to make sure it all goes 
off without a hitch. 
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Put something's wot right 



When Jeff called the caterer and the DJ to request everything he wanted for the 
party, his old staticky phone made it hard for everybody to understand what he 
was asking. Sometimes their taste for retro furniture can make things a 
little difficult. 




This phohc is old a*d 
stahtkyll 




flop*/ The taUnr 
£ould*'-t make ou-t 
what Jc-CF was sayi h g. 




o O 




I wonder if I need to 

contact anyone other than the 

©/ caterer about this? Is there something 

wrong with the phone? How can we be 

sure this won't happen again? 




1?A,fcM 




What can Jeff and Charles do to get a handle on 
their communication problems? 
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are you receiving me? 

Anatomy of communication 

When you communicate with your team, you need to encode your message into 
a phone call, a document, an IM chat, or sometimes even a different language for 
them to understand. Your team then decodes that message so they can get its 
content. If something happens to your message along the way (static on the phone 
line, your printer inserts garbage characters, your Internet connection is spotty, 
or your translation isn't very good), then your team might not get the intended 
message. The kind of interference that can alter your message is called noise. 



When youVc -talkihj 
abou-t rwessajes, er^odihj, 
decoding, dnd noise, 
youVc -fcalkmj aboui a 
to***n[AY\\tdihoY\s model - 



,/ 




phone call 



Wen the veCeivev- responds ^ ^ 
se »^s message, it's called feedback. 



Charles erodes his response 
as a phone call. 




This time decoding is 
easi «" because the noise 
o» Je-Pf's phone didn't 
change the message. 
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_±_ -. * 


% 


O + 




♦ >MHl 


hi^^^'t ^^^ 


-*- 




Match each 


communication element to what it does. 


Sender 






The tKlng used t° -transmit the 

message 


Receiver 






The person wh° gets the message 


Medium 






Something that Interferes With the 
message 


Feedback 






M°dl¥ylng a message that has been 
sent so that It can be understood 


Noise 






A response t9 a message 


Encoding 






Modifying a message so that It can 

be sent 


Decoding 






The person who needs t° Initiate 

the communication 


* ifliswers on pfige ojz. 
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the communications management process 

fret a handle on communication 

Any kind of communication can have interference. The wrong person can get 
the message; noise can garble the transmission; you can make mistakes decoding 
or encoding the message. It turns out that 90% of a project manager's job is 
communication, which is why there's a whole knowledge area devoted to it. The 
Communications Management processes are here to help you avoid these 
common kinds of errors, through planning and careful tracking of stakeholder 
communications on your project. Just like every other knowledge group we've 
covered so far, it all starts with a plan. 



| Initiatim 
proc 



aiming 
group 





Identify 
Stakeholders 

Voiced b***y 

owt^Y *" 
stakcUders are 

****** cUc " Y**' 1 

' iv - ^0 is a* 



Executing 

process 

group 



Plan 
Communications 



• he Communications 



>*, 



■ .. t v-wnmuKlcatlOKS 

Jlahascmcht Pla* is part *p 
the Project Management pfa 

l«C ^11 the others. fWs where 
a^tWm^ else- you +. 9 uvc out who needs to 

*Ym tw»s o»e is a* k how what 






yt thw jobs deme 



•••••" 







Distribute 
Information 



fore's where you get -the 
mWatioh out to the people a*d 
*ake sure that the right people 
have the m-Po they heed. 



90% of a p roject manager s 
job is communication 
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Communications Management 
makes sure e ver^Lod^ gets the 
ri gkt messag e at the rigkt time . 



Monitoring 
& Controlling 
process group 




Monitoring 
& Controlling 
process group 



Report 
Peformance 



This is y/Kcv-C you tuv-n all ' 
Jc -that >wov-k pcV-fo\rrwair>dC 
m-Cov-r*atioy> into reports that 
youv- stakeholders will use to 
stay m-rovmed- 





/ 




Manage 
Stakeholder 
Expectations 

Watth out -fov- 

^ommuhi^atiohs problems 

a*d make s^ c all of y OU v 
stakeholders get the Hght 
m+ovmatioh to help them 
*ake good decisions. 



&EL? f xf hd ^ ^holder 

fc*r^,o»s a , e both i» -the McmiWa ^ 
Co^oll„ 9 p , , ess /ow heed 3 

whether *', ■{» <wu*i(;ak youv- L~'< D F J 
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hint: it's not a vampire slayer 



Find out who your stakeholders are 

One of the first things you need to do when you start a project is to figure out 
who your stakeholders are and what you need to do to keep them all in the loop. 
The Identify Stakeholders process is all about writing down your stakeholders' 
names along with their goals, expectations, and concerns in a document called 
the Stakeholder Register. Most projects succeed or fail based on how well the 
Project Manager knows and manages stakeholder expectations. Writing them 
down up front will help you to come up with a strategy to help people who don't 
buy into your project to see the value in what you're doing. 

k ^ The IVojcdt Cha+i& will tell you who's 
^////J/y/JJ ™*H a*d dha^piohihg the pvojedt 



tfnowmj the v/ay ^ 
youv tomp a *Y "Xf 

y\ay\s should help 
you to T*md "bhe 

people who will be 

imPadted by youv 

pvojedt 




f 



■i 



r 



Enterprise 

Environmental 

Factors 



Project Charter 



\ 



Inputs 





H 



m 



fM* 



Organizational 
Process Assets 



ZZ* s-bkehold 



Procurement 
Documents 



Ahy supplier om vendors listed i* 

*° , ™t? should bc Y*± ^ your 
'ist 




Stakeholder Analysis is a critical 

tool in this process. You need to interview 
all of the stakeholders you can find for your 
project and find out the value the project 
has for them. As you sit with stakeholders, 
you'll identify more people to interview. 

During Stakeholder Analysis you can divide 
your stakeholders into groups based on 
their level of involvement and need for 
communication. When you understand 
what motivates all of your stakeholders, you 
can come up with a strategy to make sure 
that they're told about the things that they 
find important, and that they're not bored 
with extraneous details. 




Expert Judgment 



Expert J udgment in this process 

means talking to all of the experts on 
your project to identify more stakeholders 
and learn more about the ones you've 
identified 
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www 

XXX 



Stake-hold-er, noun 

A person who has an interest or concern 

about something. 

Tom was a stakeholder in the 

Little League game since his son 

was playing in it. 



The ?MdO£® $uide defines a stakeholder a little 
move spe£i-Pi£ally -than i-ts evevyday -tevr*: & a u pevso* ov 
ovjaniza-tio* ... that is actively involved i* -the pvojed-t, ov 
whose m-teves-ts may be positively ov neja-tively a£fe£-ted by 
execution ov £omple-tion of the pvojedt" Cf^Z] 




IWs wheve you list 
cafih stakeholdev a*d 
theiv vespohsibli-tiles, 
goals, expectations, ahd 



to see the value in the project v 

y 



ev 
em 



Stakeholder Register 



Name: Mike the Blogger 
Responsibilities: 

Attend the party 

Write a blogpost about it 
Goals: 

Compare this party with the other lounge parties in town 

Get free drinks 
Expectations: 

Head First Lounge will have a first rate sound system 



Group: Press 




Stakeholder Management Strategy 



Stakeholder 


Stakeholder 
Group 


Current Level 
of Buy-In 


Incentive to 
Buy-in 


Desired Level 
of Buy-In 


Jeff 


HFL Employee 


Commitment 


More M for the 
lounge 


Commitment 


Charles 


HFL Employee 


Commitment 


More M for the 
lounge 


Commitment 


DJTom 


HFL Employee 


Commitment 


Better reputation 


Commitment 


Adam 


Neighbor 


Understanding 


Peace and quiet 


Acceptance 


Mike the Blogger 


Press 


Understanding 


More site hits 


Commitment 


Mark and Laura 


Guests 


Acceptance 


A good party 


Commitment 




-^Flip the paje "to leav* move about -the Stakeholdev Rejistev and stvatejy 
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who's got the power who's got the interest 



Stakeholder Analysis Up Close 




When you get started on your project, the first thing you should do is examine the 
charter and any contract information you have to figure out who will be impacted by 
it. Once you have a preliminary list, you should sit down with each one of them and 
figure out their responsiblities, goals, expectations, and concerns. These interviews will 
be the basis for the Stakeholder Profiles in your Stakeholder Register. As you interview 
people, you'll likely find more stakeholders to include in the list. 



Name: Adam Group: Neighbors 

Responsibilities : 

• None 
Goals: 

• Peacefully coexist with Head First Lounge 

• Read a book on the stoop 

• Drink some coffeee 
Expectations : 

• Head First Lounge will not be so loud as to disrupt normal activities. 
Concerns: 



Name: DJ Tom Group: Head First Lounge Employees 

Responsibilities : 

• Play the music for the the lounge party 

• Keep up with the crowd's mood and make sure everybody has fun 

• Play new and interesting music that the group will like 
Goals: 

• Build a reputation as a good DJ 

• Get hired back for another gig later 
Expectations : 

• Head First Lounge will have a first rate sound system 

• Head First Lounge will advertise the event and have a full house 



Name: Mike the Blogger Group: Press 

Responsibilities : 

• Attend the party 

• Write a blogpost about it 
Goals: 

• Compare this party with the other lounge parties in town 

• Get free drinks 
Expectations : 

• Head First Lounge will have a first rate sound system 

• Head First Lounge will advertise the event and have a full house 
Concerns: 

• There are 3 other lounge parties on the same night that Mike's been 
invited to 



It's useful to y-ouy 
stakeholders together, 
because stakeholder m 
a p articular youp tend 
to have similar needs 
and project interests. 




At -first, it may sound like 
w joals" and "expectations" 
^ct almost the same thing, 
but it's use-Pul to make a 

distinction. £joals ^t what 
son\tov\t needs to jet out 
o-P youv- project, while 
expectations avc what they 
think will actually happen. 

, t 

It s easy to imagine a 
stakeholder with hijh hopes 
but little actual expectation 
o\ seeinj them realized- 



0*tt you ve jot a handle 
oy\ your stakeholders' 
toY\tt\-r\Si you tav\ start 
making headway addressing 

them. That's how you turn a 

negative stakeholder into av\ 
advocate? 
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It's not enough to know who your stakeholders are - you need to understand what 
motivates them, and what it will take it to make the project a success for each of 
them. That's where the Stakeholder Management Strategy comes in. 



u Buy-V means a s-fcakeholdev- 
-fchrows his support behind youv- 
pvojefrt (he's "bou^hi i»V it). 



Stakeholder 


Stakeholder 
Group 


Current Level 
of Buy-In 


Incentive to 
Buy-in 


Desired Level 
of Buy-In 


Jeff 


Head First 
Lounge Employee 


Commitment 


More $$ for the 
lounge 


Commitment 


Charles 


Head First 
Lounge Employee 


Commitment 


More $$ for the 
lounge 


Commitment 


DJ Tom 


Head First 
Lounge Employee 


Commitment 


Better reputation 


Commitment 


Adam 


Neighbor 


Understanding 


Peace and quiet 


Acceptance 


Mike the Blogger 


Press 


Understanding 


More site hits 


Commitment 


Mark and Laura 


Guests 


Acceptance 


A good party 


Commitment 



One way to get a handle on the best way to communicate with your stakeholders is to create a Power/Interest Grid. 
When you plot your stakeholders on a Power/ Interest Grid, you can determine who has high or low power to affect 
your project, and who has high or low interest. People with high power need to be kept satisfied, while people with high 
interest need to be kept informed. When a stakeholder has both, make sure you manage their expectations very closely! 



high | 

People with high power 
and low interest need 
to be kept in the loop. 
You need these people 
to be kept satisfied with 
the project even if they 
aren't interested in it 



You shouldn't have 
to worry too much 
about the people with 
low interest and low 
power; they require 
the least amount of 
attention here. 



o 
a. 



low ^f 




Tom the DJ 




i 



Jeff and 
Charles, HF 
Lounge 



rjri 

Adam, the neighbor 





Mike, the blogger 



Mark and Laura, the party guests 



The people who are high 
power and high interest 

are the decision makers 
who have the biggest 
impact on project success, 
so closely manage their 
expectations. 



Folks with high interest 
and low power should 
be kept in the loop as 
the project progresses. If 
they're kept informed, 
your project will get good 
buzz. 



low 



Interest 



high 
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the plan communications process 




EmciSe 



This is the Plan Communications process. You've seen a lot of planning processes now. Can you 
fill in the Inputs and Outputs for this one? 



o 



Cor 



Inputs 




^\ 



^ 



Communications Requirements Analysis 

means figuring out what kind of communication your 
stakeholders need from the project so that they can 
make good decisions. Your project will produce a lot 
of information; you don't want to overwhelm every 
member of your project team with all of it. Your job 
here is to figure out what all of them feel they need to 
stay informed and to be able to do their jobs properly. 

Here's an example: Jeff and Charles will definitely 
care about the cost of the overall catering contract, but 
they don't need to talk to the caterer's butcher, liquor 
supplier, grocer, or other companies they work with. 



Communications Models demonstrate how 

the various people associated with your project send 
and receive their information. You've already learned 
about this — it's the messages you send, how you 
encode and decode the messages, the medium you 
use to transmit the messages, the noise that blocks the 
messages, and the feedback you get. 



This one is your **W S 
Adtwnc and poises Wd 
Project tommuhi^atioh. 

Here's where your Company 
keeps all of its templates 
and lessors learned- 



ttev-e's where you \*st your plai 
-for keeping stakeholders on 
board with your project- Its 
name isn't obvious, but take a 
wild ^acss at what it's called- 



./ 



You need to know 
who you're ^oin^ to 
fcommunitate with- 
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Communications Technology 

has a major impact on how you can 
keep people in the loop. It's a lot easier 
for people to get information on their 
projects if it's all accessible through a web 
site than it is if all of your information 
is passed around by paper memos. The 
technologies available to you will definitely 
figure into your plan of how you will keep 
everyone notified of project status and 



Communications Methods are 

how you actually share the information with 
your stakeholders. Communications can be 
interactive, where everyone exchanges 
information with each other. You can push 
information out to your stakeholders by 
sending out emails, memos, faxes, or other 
one-way communications. Or, if you need to 
get a lot of information out to people, they 
can pull it down themselves from intranet 
websites, e-learning courses, or libraries. 




r 



Be-fore you tur* the Paje, -take 
a minute a»d think o-f three 
examples o-f how you used ea£h 
o+ -these methods ok your 
last project That'll help you 
remember them -for the exam/ 



There are only two outputs. Ca» 
you guess what this one is? 



Outputs 



^ you u ,p, iscd si how 

^oks|,k cyou V C3c ^ ^ 
H <J this stuff/ 3 




Planning 
process group 






Plan 

Communications 

Process 




Document 
Updates 



/ 



There are several project documents 
that get updated when youVe 

planning dommunidat'.ons. &* you 
think o? one o-f them? 
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build the plan 




ExeRciSe 



This is the Plan Communications process. You've seen a lot of planning processes now. Can you 
fill in the Inputs and Outputs for this one? 






Inputs 

It 



?wterpr!w^ 



Qrfla wizatipiial Process Assets 



Stakeholder Register 



TW»s \s Y/V*™ you lay ou-t 
e*a*tiY ^* voull kee? youm 

stakeholders m the loop . 



Communications Requirements Analysis 

means figuring out what kind of communication your 
stakeholders need from the project so that they can 
make good decisions. Your project will produce a lot 
of information; you don't want to overwhelm every 
member of your project team with all of it. Your job 
here is to figure out what all of them feel they need to 
stay informed and to be able to do their jobs properly. 

Here's an example: Jeff and Charles will definitely 
care about the cost of the overall catering contract, but 
they don't need to talk to the caterer's butcher, liquor 
supplier, grocer or other companies they work with. 



Communications Methods and Models 

means knowing how you'll get the message across. 

These tools are pretty important when you're running 
your projects, so here are a few questions to think 
about. 

Will you be using emails? Meetings? Documents? How 
will you know when the message has been received? 
What will you do to deal with any noise along the way? 

It's also important to keep track of your methods 
for communicating. How do you typically handle 
communications methods on your projects? 

Push — How do you and your team send messages on 
a periodic basis to the stakeholders? 

Interactive — How often do you you sit down and 
discuss messages and answer questions on them? 

Pull — Where do you post information publicly so that 
stakeholders can get it when they need it?t 
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Communications Technology 

has a major impact on how you can 
keep people in the loop. It's a lot easier 
for people to get information on their 
projects if it's all accessible through a web 
site than it is if all of your information 
is passed around by paper memos. The 
technologies available to you will definitely 
figure into your plan of how you will keep 
everyone notified of project status and 
issues. Outputs 



It's important ^at 
everyone involved 

understand *ty 7 0U ayr 
doin^the meeting anc. 

veports you ^ ca "t c * 



The flan tells no* you 
Will distribute tne 
m-formation, to whom, 
and how o-rten. 



The PM's not always responsi 3 
-for every dommunidation. 
The flan makes it dlear who 

dommunidates what oy\ 



the projedt- 



You'll usually need h> update the 
project schedule, the stakeholder 
register or the stakeholder 
management strategy when you plan 
dommunidations -for your project 



'tanning 
process group 



Document 
Updates 



This is the only 

output o£ the Plan 

Communications process. 



Head First Lounge Party 
Communication Plan 

Bequirements for JiSf, k™" 5 ' of "* P"** 



I Event 

Status 
' meeting 



Budget 
! report 



I All of the 
stakeholders 
feel that it is 
important that 
they meet 
face to face 



Since costs are 
very important, 
. we will create 
a budget report 
weekly to track 
how we are 
doing. 



I Biweekly 



Weekly 



Meeting minutes 
to be emailed to 
all stakeholders. 
Archived in 
the document 
f repository. 

Report to be 
emailed to all 
stakeholders. 
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talk to everyone 

Tell everyone what' s going on 

Once you have the communication plan completed, it's time to start making sure 
that everybody is getting the information that they need to help your project 
succeed. The Distribute Information process is all about making sure that the 
right information makes it to the right people. 




Executing 

process 

group 



Inputs 

H 




r> 



*+^-*lr\ 



b 



Management Plan 

The Project Management Plan" 
indudes the Communication Plan 
you just created- 



Performance \ 
Reports \ 

This is your status in-formation. 

This is ihc in-formation you need 

-to jet ou-t -to youv- stakeholders. 



Communication methods There are a lot of different ways to get a message across. 
For the test you will need to know four different kinds of communication, and when to use them. 



Q Formal written 



a I 



le<\al dotumen- 
or p rep ar'mj -formal 



Any time VouVe stymft <^X 



^^ Hlu^D 



Informal written 



documentation -Vov- 
your project, thats 
-formal vAri-btc^ 
Communication- 



y 



lucpHi^-ts, 
s P<*i-PiCations 

^d alUthet 

are examples , 
-formal written 



A i- ii • n / to,rr * a ' witter 

A*y t,me you see anyth.nj that communication, 
has to do with a £o*tv-a£t, you 
should always use -formal written 
Communication. 




/g^i fo 



M" you drop 
someone a ^ u j£k 
email or leave 
them a memo or a 
sticky note, that's 
in-formal written 
Communication. 



<?- 



j 



Formal verbal 



|Jf you ever have to tfve a presentation 
/- to u ? date people cm your project, 
*/ that's -formal verbal commun.cat 



Informal verbal 




Speeches and 
prepared talks are 
-formal. Meetings, 
hallway chats, and 

planning sessions 
Brt ih-formal. 




Just tailing 
somebody vaP 
to chat about 
your project i* 
m-formal verbal 
Communication- 



<- 



j 
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ExGRciSe 



Choose which kind of communication is being used in each situation. 



1. You and your business analysts write a 
requirements specification for your project. 



I | Formal verbal 
I | Formal written 



I | Informal verbal 
I | Informal written 



2. You call up a supplier for materials for your project 
to let him or her know that you are a week late, so 
he's got a little flexibility in his delivery schedule. 

I | Formal verbal Q Informal verbal 

I | Formal written Q Informal written 



3. You present your project's status to your 
company's executive committee. 



I | Formal verbal 
| | Formal written 



I | Informal verbal 
I | Informal written 



4. You send an email to some of your team members 
to get more information about an issue that has 
been identified on your project. 



I | Formal verbal 
| | Formal written 



I | Informal verbal 
| | Informal written 



5. You leave a voicemail message for your test team 
lead following up on an issue he or she found. 



I | Formal verbal 
I | Formal written 



| | Informal verbal 
I | Informal written 



6. You IM with your team members. 

I | Formal verbal Q Informal verbal 

I | Formal written Q Informal written 

7. You prepare an RFP (request for proposals) 
for vendors to determine which of them will get 
a chance to contract a new project with your 
company. 



I | Formal verbal 
I | Formal written 



I | Informal verbal 
I | Informal written 






-► ifciswers on page 533. 




Watch it! 



Be careful about when you use different kinds of communication. 

Any time you need to get a message to a client or sponsor, you use formal 
communication. Meetings are always informal verbal, even if the meeting is to say 
something really important. And any project document — like a project management 
plan, a requirements specification, or especially a contract — is always formal written. 
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more than words 



fret the message? 



Communication is about more than just what you write and say. Your facial expressions, 
gestures, tone of voice, and the context you are in have a lot to do with whether or not 
people will understand you. Effective communication takes the way you act and sound 
into account. Most of the communication on your project takes place during the Distribute 
Information process, so you need to know how to communicate effectively. There are a 
important aspects to effective communication: 



Nonverbal communication means your gestures, facial expressions, and 
physical appearance while you are communicating your message. Imagine what Jeff 
and Charles would think of the caterer if he negotiated the contract for their party 
while wearing a chicken suit. They probably wouldn't take him very seriously. You 
don't always think about it, but the way you behave can say more than your words 
when you are trying to get your message across. 



Para lingua I communication is the tone and pitch of your voice when 
you're talking to people. If you sound anxious or upset, that will have an impact on 
the way people take the news you are giving. You use paralingual communication 
all the time — it's a really important part of how you communicate. When your tone 
of voice makes it clear you're really excited about something, or if you're speaking 
sarcastically, that's paralingual communication in action. 



"H§ 



When youVc 
£o«*muni£ating 
with other people 
you dually d 
more nonverbal 
£or»r»uhi£a-fcioh -fc^h 
verbal' 



-|Jf someone has dread m 
Wis vo'ide when he *tclU 
you about 3 promotion, 
yo* $et a mudh 
diWercwt impression 
than tf he d emailed 
\jo\* about it- 



Like effective immunisation, 
cWertiv* listening is about 

} __ _____ n o __ _. ___ tak.ng everything the 

giving feedback are summarizing their main points back to them, letting them know ' '* S ^Y S &*<* does ih-fco 
that you agree with them, or asking questions for clarific^tiojxJ^heii^you give a lot aeration and asking 

of feedback to someone who is speaking, that's calle<| active listening?N y /Questions when you don't 



Feedback is when you respond to communication. The best way to be sure 
people know you are listening to them is to give lots of feedback. Some ways of 





; 



That's why active fafe,,^ is ^ 
'-porta** pavt of to^itabt 



You do most oi the project communication 
when you're performing the Distribute 
Information process. 
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ExettciSe 



J eff and Charles are interviewing new bartenders to help with the expanded space. 
Choose which kind of communication is being used in each situation. 



1. One applicant came in 30 minutes late and 
was dressed unprofessionally. The guys 
knew that he would not be a good fit for 
the position. 



3. Charles asked the next applicant if he knew 
how to make a sidecar. He said "A sidecar? 
Sure. It's one part brandy or cognac, one 
part Cointreau, and one part lemon juice." 



I | Paraungual 
I | Feedback 



| | Nonverbal 



I | Paraungual 
I | Feedback 



I | Nonverbal 



Charles asked an applicant about her 
background. Her tone of voice was really 
sarcastic, and he got the impression she 
didn't take the job seriously. Charles and J eff 
decided to pass on her, too. 



4. Then the applicant told them about his 
background as a bartender for other retro 
clubs. As he spoke, he made eye contact 
with them and made sure to confirm 
agreement with them. 



I | Paraungual Q Nonverbal Q Paraungual Q Nonverbal 

I | Feedback Q Feedback 

► i^iswers on page 532. 
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get the word out 



More distribute Information tools 

The tools in this process area are all about getting information from your team and making 
sure that the information makes it to the people who need it. As you learn more about your 
project, you write down decisions you make and everything you learn on the project as lessons 
learned, and update your Organizational Process Assets to include them. 



~H S 



Communication methods are the specific methods you use to 
distribute information to your team... and you've already learned about 
them! 

Information distribution tools are how you get the information 
your team needs to do the job. You might have an inbox where everyone 
puts their status information. If it's printed out on paper, you're doing 
hard copy document distribution. You could also use electronic 
communication. For example, you might use email, or you could 
have a software application that gathers information about your project 
and saves it to a database so that you can make your reports. Or your 
company might have electronic tools for project management, like 
a timesheet system for tracking hours spent on a project or a budgeting 
system for tracking expenditures. All of those are information gathering 
and retrieval systems because the data they produce will be used to make 
decisions about your project. 





+*» 
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Outputs 

M If 





Organizational Process Asset updates 

You've used lessons learned from all of the other projects your 
company has done as you've planned out your work. Here's where 
you get a chance to give your project's experience back to the 
company and to help future project managers learn from what's 
happened on your project. You'll put a lot of information into your 
organizational process asset library: 

^ Any stakeholder notifications you send need to be kept, 
because they could be important later on. And if you get 
feedback from them, you should save that, too! 

^ Project reports and presentations are really useful to 
refer back to if your project runs into trouble 

*k Any records from your project (like memos, important emails, 
announcements, or other documents) need to be added and 
organized in your process asset library. 




Organizational 
Process Assets 



Owe of your most important outputs... 

Lessons learned are all of the corrective and preventative actions that you 
have had to take on your project, and anything you have learned along the way. 
And one of the most valuable things you'll do for future project managers is write 
them down and add them to your company's Organizational Process 
Asset library. That way, other people can learn from your experience. 



Uc*i We ti*Y ? la » a 
? arty OcW and Charley 

won't v-un itft© "the 
misunderstandings && 

•they had on -this one. 



Head First Lounge 
Party Project 

Lessons Learned: 

1. Don't use 70s phones for 
calling external vendors. 

2. Be sure to hire 
people with effective 
communication skills. 



f-fc's impoir-tah-fc -to 
wH-fce down -the good 
■things you leav-ned 
ov\ -the p\roje£-fc, -too. 
-Thai way, you dan be 
sure -to repeat your 
srtUsses next -time. 
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communication types 



tWeiare no 
Dumb Questions 



0; 



What do I do with lessons learned after I write them? 



r\. The great thing about lessons learned is that you get to 
help other project managers with them. You add them to your 
company's process asset library, and other project managers 
then use them for planning their projects. 

S ince J eff and C harles learned that they shouldn't use their 
retro phones for planning parties, no one should ever have 
to deal with that problem when planning a party for J eff and 
Charles again. They wrote down the lesson they learned and 
filed it away for future planning efforts. 



Qj 



I still don't get the different types of communication. 

r\. When you think about it, they are pretty easy to remember. 
You have formal and informal communication, and verbal and 
written communication types. The four different ways you 
can mix those up are all of the communication types. Think 
of informal verbal as phone calls between different team 
members. Formal verbal is giving a presentation. Informal 
written is sending out notes, emails, or memos. Formal written 
is when you have to write specifications or other formal project 
documentation. 

For the test, you need to be able to identify which is which. If 
you just think of these examples, it should be a snap for you. 

VL- Now, who's decoding, who's encoding, and where 
does feedback come from? 

r\. Think of encoding as making your message ready for 
other people to hear or read. If you write a book, you are 
encoding your message into words on pages. The person who 
buys the book needs to read it to decode it. The same is true for 
a presentation. When you present, you encode your thoughts 
into presentation images and text. The people who are listening 
to your presentation need to read the text, hear your voice, and 
seethe visuals to decode it. 

Feedback is all about the person who decodes the message 
letting the person who encoded it know that they received it. In 
the case of a book, this could be a reader sending a question 
or a note to the author or writing a review of it on a website. In 
a presentation, it could be as simple as nodding your head that 
you understand what's being said. 



VL- Do I have to know everything that will be 
communicated to build a plan? 

r\. No. As you learn more about the project you can always 
update the plan to include new information as you learn it. 
Pretty much all of the planning processes allow for progressive 
elaboration. You plan as much as you can up front, and then put 
all changes through change control from then on. So, if you find 
something new, put in a change request and update the plan 
when it's approved. 



Tk< 



ily f ( 



tere are only tour 
communication types; 
formal written, informal^ 
written , formal verbal , 
and informal verbal . For 
the test, you need to be 
able to tell which is which. 
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Let everyone know how the project's going 

You spend a lot of time collecting valuable information about how 
your projects are doing. So what do you do with it? You communicate it. 
And that's what the Report Performance process is for: taking the 
informat ion you g athered about how work is being done and distributing 
it to (J^stakeholdersNwho need to make decisions about the project. 

R^ember, the team members are all 
stakeholder, too-and this mWat.o* .s 
especially important -to them.. 




Monitoring 
6 Controlling 
process group 



Vow were 
. was 



Vow created this when you * 

e*ecutm$ the project - it ' 

where Y ou reported hox the project 

^kv-as5om5.Ko>,youreusM.t 

to report the performance oV the 

team to the stakeholders and the 

vest o£ the company- 



It all starts with Work Performance Information 

You create one of the most important outputs of your entire project 
when the team is doing the project work in Direct and Manage 
Execution. Work Performance Information tells you the status of 
each deliverable in the project, what the team's accomplished, and all 
of the information you need to know in order to figure out how your 
project's going. But you're not the only one who needs this — your team 
members and stakeholders need to know what's going on, so they can 
adjust their work and correct problems early on. 




Work Performance 
Information 
"W yo, hea , ^ ^ 
a team membor ^ ^ 

„ V is 9 0i "3< &ai's work 
r*W* i»formatio, 
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how are we doing? 



Take a close look at the work being done 

Work performance information isn't the only information you 
need to figure out how the project is going. There are a whole 
lot of outputs from the Executing processes that you need to 
look at if you really want to get a clear picture of your project. 



Re**e Joev now you used 
£ar»ed Value ho see ho*/ your 
^o\td is ferformmj? Well 
»ov/ you use -that information 
-to yi a handle on your 
project's process. 



Report Performance 
takes tke outputs from 
tke Executing process in 
Distrikute Information 
and turns tkem into 
Performance Reports 
and Forecasts. 




I*Y 



v/ant a dom ? lete future 



Work Performance 
Measurements 




o^Your^oje^Vou'lUeed 
^iakcalookattheUdyt 

Jforetast. 




Budget Forecasts 




You already k*™ w ^ 
these are -tor! Can you 
think o£ wty they re 



\ why 
3nt -Coy 



»portant $<*> Report 
Per-Cormanfce? 



Organizational 
Process Assets 





Work Performance 
Information 



f^ This -tells you how the 

x tti C*efc*W is y>iirty- 




1 



Project 
Management Plan 



Performance reports and forecasts are a lot easier 
than they look — because you already know all about 
them! 

Take a minute and flip back to Cost Control in Chapter 7. You 
learned how to use CPI and SPI to measure your project's performance, and you 
used EAC and ETC to forecast when the project would be complete. Now you're 
just taking that information and communicating it! 
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harp your pencil 



o 



~H$ 



Variance Analysis 



Report Performance is one of those PMBOK® Guide processes that's 
really familiar to a lot of project managers. Can you figure out what 
each of its tools and techniques is for just from the name? 



Forecasting Methods 



Communication Methods 



Reporting Systems 
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report performance tools and techniques 



r fklNrpen your pencil 
Solution 




>i§ 



Report Performance is one of those PMBOK® Guide processes that's 
really familiar to a lot of project managers. Can you figure out what 
each of its tools and techniques is for just from the name? 



s 



Variance Analysis 

Looking at performance data to see how it varies from the baseline 



Forecasting Methods 

Using Earned Value and other Forecasting methods to find out whether we're 
on budget and on schedule. . . ... ^ , k b> 

Communication Mehods 7°* "« d *° ^ * M 

deciding on Push, Pull, or Interactive methods of communicating 

you k« P eve(rybody ih ^ med 

Reporting Systems 

A system to keep track of how much time and money people spend doing work 




A lot of ? «> ? l< use fftfiabcd toy** «ba* 
t keep ii of W and e«t fct «~eU« 
S voiced .s a t^\t o* s^dsWMo 9* 

It » o,^.«d way o* keqfaft **k of tte 

mu^ moncY is kem$ spent 
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Now you caw get the word out 

Now that you've gathered up all the information about how 
the project's being done, it's time to get it out to the people 
who need it. The outputs from Report Performance 

shouldn't be particularly surprising. . . you're just packaging 
up the information you collected and turning it all into stuff 
that's easy to distribute to all the stakeholders. You've got 
three outputs from the process: 



Performance Reports are the most important 
output of the process — which shouldn't be a surprise, 
since the process is called Report Performance. Your 
performance reports tell everyone exactly how the 
project is doing, and how far off it is from its time, 
cost, and scope baselines. These include forecasts, 
which are what you turn your EAG and ETC 
numbers into. That way, everyone has a good idea of 
when the project is going to finish. 



Organizational Process Asset Updates 

need to be added — especially your lessons learned 

There are always a lot of lessons to be learned when 
you're gathering this kind of project information. 

Change requests happen when you do Report 
Performance. What do you do if you find out that 
your forecasts have your project coming in too late 
or over budget? You put the change request in 
as soon as possible. And if you need the project 
to change course, you'll need to recommend 
corrective actions to the team. 



Work Performance 
Information 



Budget Forecasts 



Work Performance 
Measurements 



Organizational Process 
Assets 




Project Management 
Plan 



% 




Did you -f md a 
variance whch you 
£omj>dired youv- 
-foretas-b ajaihs-fc the 
baseline? /Wake s^c 
you add -tha-fc -fco -fcne 
\cssoy\s Icav-hcd/ 



^S" 



Variance Analysis 

Forecasting Methods 

Communication Methods 

Reporting Systems 



Outputs 





Yc 







1?A,fcM 



Report Performance is about more than just telling people how the project is doing. It's also 
about finding problems. What kind of problems are you likely to uncover when you sit down 
with stakeholders and put together your performance reports and forecasts? 
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check your knowledge 




Connnunicationcross 

Take some time to sit back and give your right brain 
something to do. It's your standard crossword; all of 
the solution words are from this chapter. 



1 






2 










3 












4 
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Across 

3. listening is when a listener uses both verbal 

and nonverbal clues like nodding or repeating the listener's 
words to communicate that the message has been received. 

4. Most communication on a project takes place in the 
Information process. 

6. A stakeholder with high interest and low power must be 
kept of your project's progress. 

10. When a message is received, the receiver needs to 
the message before it can be understood. 

11. This interferes with a message sent from a sender to a 
receiver. 

12. A contract is always __communication. 

13. The communication model you use when you send email 
announcements. 

14. This kind of communication includes vocal but nonverbal 
signals, such as changing the pitch and tone of voice. 
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Down 

1. A stakeholder with low interest and high power needs to 
be kept with the project. 

2. Information should be distributed to all . 

5. According to the PMBOK® Guide, percent of 

project management is communication. 

7. You consult the Stakeholder to understand 

your stakeholders' goals and expectations. 

8. A conversation in a hallway is an example of 

verbal communication. 

9. You can use the ETC and EAC calculations from Cost 
Management to create . 

13. When your stakeholders get information from an intranet 
web site, you're using this communication model. 
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People aren't talking! 

There's so much information floating around on 
any project, and if you're not careful it won't get 
to the people who need it. That's why so much 
of your job is communication — if you don't 
stay on top of all of it, your project can run into 
some serious trouble! 




What's causing all of these problems? 
Will better communication help? 
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monitoring and controlling 



m^^ 

ir^ 



ExeacySe 



The Manage Stakeholder Expectations process is a typical Monitoring & Controlling process. You 
already know the inputs, tools & techniques, and outputs! See if you can figure out what the 
outputs and tools & techniques do from their names, and write down a description for each of them. 




Stakeholder 

Management 

Strategy 




lAfe \ust Covered these m the 
Identity Stakeholders prodess 



Stakeholder 
Register 




Project 
Management Plan 




Organizational 
Process Assets 




Communications Methods 




Interpersonal Skills 



These av-e lo$s of dhan^es that happen o* 
your projedt and issues that dome up. Y ou 
need to make sure your stakeholders are 
av/are o-C them, bedause they really don't 
like beinj} blindsided by dhan^es and issues. 
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Manage Stakeholder 
Expectations process 




Monitoring 
& Controlling 
process group 



f 



W the /Wawje Stakeholder 
e*pe<ttatio»s proto, ls a „ aUi 

I L eso 7? *>-"w»itttiow issues -that 

TiTZ* °* **"•«***&■* with the 
^keholde,s abet those issues. 



Change Requests 



Management Skills 




Project Document Updates 



Outputs 




Organizational Process Asset Updates 



How will the outputs be used to 
ton\\r*\AV\\caic with stakeholders? 
Don't -Pomjet that cvev-y teai 
member is a stakeholder' 




Project Management Plan Updates 
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ExenaSe 



The Manage Stakeholder Expectations process is a typical Monitoring & Controlling process. You 
already know the inputs, tools & techniques, and outputs! See if you can figure out what the 
outputs and tools & techniques do from their names, and write down a description for each of them. 



Inputs 




Stakeholder 

Management 

Strategy 




Liar lessor leaded *~r*J* P'f' 
Id ">ake s»« »at each .Wander b«- 



^ 



Stakeholder 
Register 



^fci 




Change Log 



Project Management Plan 




^t* 



Issue Log 



through ihe tracks. ? 



Communications Methods 
This is where you decide how you'll keep 
people in the loop using push methods, 
interactive methods or pull methods. 



Interpersonal Skills 
This is where you vu your 'soft skills" to 
keep everybody on track avid working 
toward the same goal. 



A kickoii meeting is a great way 
to get your project team and 
stakeholders on tke same page. 
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Manage Stakeholder 
Expectations process 



Management Skills 
This is where you gather important 
information about your project and use it 
to make decisions about how to keep the 
team on track. 




Outputs 





Monitoring 
& Controlling 
process group 



Change Requests 

T.h.??.?. *r?. *!*Y. Ph^wgcs to the project 

plan or other doco wents that involve 

stakeholder cp wwuKiicat io w. 

Project Document Updates 

f h ese *r e *hy u P^ a t es .??. P re YJ° us (Y 

written project dpey wents that cp we 
f rMthe commuHieatjoH process. 

Organizational Process Asset Updates 

Any lessons learned f row talking 
*?. stakeholders are added to the 
Organizational Process Assets. 

Project Management Plan Updates 

Approved changes actually need to be 
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counting communication lines 



Count the channels of communication 



How many people need to talk to each other? Well, Jeff and Charles need to talk. But 
what about the DJ and the band? They wanted to set up their equipment in the same 
place — it looks like they need to talk, too. And the bartender needs to coordinate with 
the caterer. . . Wow, this is starting to get complicated. A good project manager needs 
to get a handle on all this communication, because it's really easy to lose track of it. 
That's why you need to know how to count the channels of communication 
on any project. 



\Afte* there are 






o* the yvoy 
there are 
•tjrvr ee Ue s_g£ 

£ommuv\'«fcat»<>* 



Don't -forget -to £ount 
the projedt ma^ajcv-/ "\^ 





ao 7" get a ^dk oh \i? 




Counting communication lines the easy waj 



Some-times you'll see 
tommuhida-tiohs dhahhds 

re-ferred -to as Imes." You 
■*i;)h-fc sec it either way 
oh the exam, so well \asc 
both iev-ms here -to get 
you used to them. 



It would be really easy to get overwhelmed if you tried to count all the lines of 

communication by hand. Luckily there's a really easy way to do it by using a simple formula. 

Take the total number of people on the project — including the project manager — and call 

that number 11. Then all you need to do is plug that number into this simple formula: , ,.. • i Uy>ow this 

e *am. Owst kee ? wS ' m £ 7 
#**&, a»d vou'll yt rt 

down in no %m>t- 



# lines i( 




ile^v 



Lines tor n people 

So, how many more lines of communication ^tere-added whffri three more people joined 
the three-person project above? You know there were three lines to start with. So now just 
figure out hozv many lines there are for 6 people: 



# lines lor 6 people = 



6 x (6 - 1) 



= (6 x 5) ■*■ 2 = 15 



people — 2 

When you added three more people to the three-person project — that had three lines 
of communication — the new team has 15 lines. So you added 12 channels of 
communication. 
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harpen your pencil 



You'll need to know how to calculate the number of lines of 
communication for the exam... but don't worry; it's really easy, 
once you get a little practice. 

1 . You're managing a project with five people on the team, plus one additional stakeholder — the sponsor. Draw 
in all the channels of communication on this picture. 



© © 



© 



© 



© 



© 



© 



£**£*yt tie frojert ***«.. 
TWare si* peoples -fc he ^ 

^t^Walhumber of people who 
«ed to eor^uhicate is sever, people, 

wth the team member a^ d sponsor . 



2. Wow, that was a lot of work. Luckily, you won't need to do that again. Now do it the easy way: use the formula 
to figure out how many lines of communication there are for seven people. 



# lines lor people = 



i) 



=( 



) + 2 = 



3. Okay, now let's say that you've added two team members and two more stakeholders, so there are now 1 1 
people on the project who need to communicate with one other. How many lines did you add? 

First figure out how many lines there are for 1 1 people: 



# lines lor people =" 



< - 1) 



=< 



) + « = 



So how many lines were added when four people joined the seven-person project? 

# lines added = # lines lor 11 people - # lines lor 7 people 
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no dumb questions 



V£/ Some of those communication 
skills seem like the same thing. What's 
the difference between active and 
effective listening? 

r\. Some of the communications ideas do 
have names that are a little confusing. But 
don't worry, they're really easy concepts for 
you to understand. 

Active listening just means when you're 
listening to something, you keep alert and 
take specific actions that help make sure 
you understand. It includes both effective 
listening and feedback. Effective listening 
is a way that you do active listening- it 
means paying attention to both verbal and 
nonverbal communication. Feedback means 
doing things like repeating back the words 
that you were told in order to make sure 
you understood them, and giving your own 
nonverbal cues to show the speaker that you 
got the message. 



Q.: 



Okay, so what about nonverbal and 
paraungual communication? Aren't those 
the same thing? 

r\. They are very similar, but they're not 
exactly the same. Nonverbal communication 
is any kind of communication that doesn't 
use words. That includes things like 
changing your body language, making eye 
contact, and using gestures. Paraungual 
communication is a kind of nonverbal 
communication- it's changing yourtone 
of voice or intonation, finding ways to 
communicate things above and beyond just 
the words that you're saying. For example, 
the same words mean very different things 
if you say them sarcastically than if you say 
them in a normal tone of voice. 

X/ wh y 's a" that stuff about different 
kinds of communication important? 



A: 



It's important because 90% of project 



tWeictre no 

Dumb Questions 

management is communication, so if you 
want to be the best project manager that 
you can be, you need to constantly work to 
improve your communication skills! 

V^/ Should I always have a kickoff 
meeting? 

r\. Yes, absolutely! You should always 
have a kickoff meeting for every project. 
Not only that, but if you're running the 
kind of project with several phases, and 
you go through all of the process groups 
for each phase, then you should have a 
separate kickoff meeting for each new 
phase. Kickoff meetings also help you 
define who's responsible for various 
communications. Kickoff meetings are really 
important, because they give the team a 
chance to meet face-to-face, and give you 
the opportunity to make sure that everyone 
really understands all of the ways they can 
communicate with each other. That's a great 
way to head off a lot of potential project 
problems! 

VL- Why do I need to be able to 
calculate the number of lines of 
communication? 

r\. It may seem like the lines of 
communication formula is something 
arbitrary that you just need to memorize for 
the exam, but it's actually pretty useful. 

Let's say that you have a project with 
a whole lot of people on it. You set up 
a good communication system in your 
communication management plan, but you 
want to make sure that you really included 
every line in it, because if you missed one 
then you could run into communications 
problems down the line. So what do you 
do? Well, one thing you can do to check 
your work is to calculate the total number 
of lines of communication in your project, 
and then make sure that every one of those 
lines is represented somewhere in your 
communications plan. It's a little more work 



up front, but it could really save you a lot of 
effort down the line! 

VL- I spent all that time working on 
performance reports. What do I do with 
them once I'm done with them? 

r\. The same thing you do with any 
information that you generate on your 
project. You add them to your Organizational 
Process Assets! 

Think back to how you came up with your 
estimates in Time Management and Cost 
Management. You spenta lot of time doing 
Analogous Estimation, right? That's where 
you use performance from past projects to 
come up with a rough, top-down estimate for 
your new project. Well, where do you think 
the performance information from those past 
projects came from? You got them from your 
Organizational Process Assets. And how did 
they end up there? Project managers from 
those past projects took their performance 
reports and added them. So you should add 
your performance reports, too. That way, 
project managers on future projects can 
use your project when they need to look up 
historical data. 



You should add all 
of your performance 
reports to the 
Organizational Process 
Assets so that project 
managers on future 
projects can use 
them as historical 
information. 
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It's party time! 



The Head First Lounge party is a big hit! Everything came 
together beautifully, and Jeff and Charles are the new 
downtown sensation! 





Head First 



Lounge Two: 
Underground 
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A- 



Question Clinic: The Calculation Question 



\ 



/v 





iV 



You'll run across a bunch of questions on the exam 
asking you to use some of the formulas that you learned. Luckily, 
these are some of the easiest questions that you can answer. 



This is the wrong dhswev- 

you'd get i-f you tabulate 

the number o-p lines q( 
Communication i-f you indude 

the team and two sponsors, 
but -forget h> indude the 
project manager. 

This wrong answer is 
tbe number of I'mes ok 
Communion dtfO& tiic 
team s.z* was increased- Y°* , 
nave ft people (10 team 
members, Z dlicnt sponsors, 
and you), so tbe number o+ 
Ues »s |**li*l- T«- 

TW,s wrong answer is tbe number of lines of 
tommun^W AFTER tbe to* «t w* 
.leased by 90%. Vou nave Ifc people (I* 
team members Z client sponsors and you), so 
tne number oUmes is U> * l«5 -^ 2- - '^ 



»„rr which *„,„ you j;;^"^' 

your team size bv 30% w„„ 7. 

con,„, u „ icat , on ^ d »°» -V h. of 

A. 66 



Aha/ Here's the right answer. 
Take the number o£ lines -for 
'* people and subtract the 
number o$ lines -for /3 People: 
/ZO-70^4-2. r r 



When you sit down to take an exam at a computer testing center 
you'll be given scratch paper. You'll also have 15 minutes to go through a 
tutorial that shows you how use the exam system. Before you finish the tutorial, take 
a minute and write down all of the formulas. Write down the earned value formulas 
and the formula to calculate the lines of communication on the scratch paper 
That will make any calculation question easy. 
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A/ A v 'V 

BEAP^HlJBS 




Try coming up with your own calculation question! But this time, try using one of the 
Earned Value formulas from Chapter 7. 



You are managing a project. 

(I v^ue needed fe {f^ cafoilS&n) ' (an©f|iei? ^Jue needed £©r {f^ c^cufe6©Ti) ' 

(an irrelevant v^ue {jS{ fa ^OTTieeded fSr jfie cajciilafi©n) 
Calculate for your project. 



S^ ftnswe* y^u'tl ge{ $ y©u ]>jug g^ wr©ng vafue> }nfe ftp f ©imu|^ 




(fjie S%i y©u ; d ge{ }f y©u used ^ wteng £©KmiKl 



(fcfeftlfy te^rre S%^ grit c©mea ©uf ©£ n©wherej 



u 



3oin the ftead first MP community at http://www.headfirstlabs.com/PMP 
You can add your ftead Libs answer, and see what ftead Libs other project managers 
came up i/ith! 



A / V v/V 
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% 



c» 





• ww 


-*- 




Match each communication element to what it does 


Sender ^^ 




TKe tKing used t° transmit tke message 


Receiver "^"^^^ 

Medium S^ 


\/^ ^ 


Tjie person wjio gets tKe message 
Something tkat interferes WitJi tKe message 




Feedback 




Modifying a message tKat Kas been sent so tKat it can be understood 


Noise ^^ 




A response t9 a message 


Encoding ^^^< 




Modifying a message so tkat ft can be sent 


Decoding/' 




TKe person w}io needs t° Initiate tke communication 







The £ahdida-fce 
repeated £he 
^csiioh. That's 
a 9<rea£ example 
°+ -feedback. 



J eff and Charles are interviewing new bartenders to help with the expanded space. 
Choose which kind of communication is being used in each situation. 



1. One applicant came in 30 minutes late, and 
was dressed unprofessionally. The guys 
knew that he would not be a good fit for the 
position. 



3. Charles asked the next applicanUfJi£Jai£w 
how to make a sidecar. He said^sidecary 
Sure. It's one part brandy or cognacTirne" 
part Cointreau, and one part lemon juice." 



I | Paraungual 
I | Feedback 



x 



Nonverbal 



I | Paraungual 
y^C Feedback 



I | Nonverbal 



Charles asked an applicant about her 
background. Her tone of voice was really 
sarcastic, and he got the impression she 
didn't take the job seriously. Charles and J eff 
decided to pass on her too. 



4. Then the applicant told them about his 
background as a bartender for other retro 
clubs. As he spoke, he made eye contact 
with them and made sure to confirm 
agreement with them. 



P^T Paraungual Q Nonverbal Q Paraungual jxf Nonverbal 

| | Feedback Q Feedback 
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Q^ Choose which kind of communication is 


being used in each situation. 


EbtenctSe 




1. You and your business analysts write a 
requirements specification for your project. 


5. You leave a voicemail message for your test team 
lead following up on an issue he or she found. 


I | Formal verbal Q Informal verbal 


I | Formal verbal K\ Informal verbal 


5<[ Formal written Q Informal written 


I | Formal written Q Informal written 


2. You call up a supplier for materials for your project 
to let him or her know that you are a week late, so 
he's got a little flexibility in his delivery schedule. 


6. You IM with your team members. 

I | Formal verbal Q Informal verbal 


I | Formal verbal ]^ Informal verbal 


I | Formal written J^Tf Informal written 


I | Formal written Q Informal written 

3. You present your project's status to your 
company's executive committee. 


7. You prepare an RFP (request for proposals) 
for vendors to determine which of them will get 
a chance to contract a new project with your 
company. 


pQ^ Formal verbal | | Informal verbal 


I | Formal verbal Q Informal verbal 


I | Formal written Q Informal written 


|X|^ Formal written | | Informal written 


4. You send an email to some of your team members 
to get more information about an issue that has 
been identified on your project. 


^ ttsti^w 


I | Formal verbal \~\ Informal verbal 




I | Formal written ^0 Informal written 
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Communicaiioncross 

Take some time to sit back and give your right brain 
something to do. It's your standard crossword; all of 
the solution words are from this chapter. 



1 

s 
















2 

S 










3 

A 


C 


T 


I 


V 


E 


4 

D 


I 


S 


T 


R 


I 


B 


U 


T 


E 


I 5 

N 
I 

9 

f In 


T 












■ 8 

I 
I N | 




A 
K 




6 

I 


N 


F 


o 


7 

R 


M 


E 


D 


S I 
F 
I 

E 
D | 






E 
G 






10 

D 


E 


C 





D 


E 




I F | 




H 

o 




R T 
E Iy 

C 
A 
S 
T 


11 

N 


o 


I 


S 


E 




|o | 






S 

T 
E 








12 

F 


o 


R 


M 


A 


L 


13 

P 


U 


S 


H 


Im 




D 
E 
R 
S 
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I A 






14 
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S 
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Sharpen your pencil 
Solution 




You'll need to know how to calculate the number of lines of 
communication for the exam... but don't worry, It's really easy, 
once you get a little practice. 



1 . You're managing a project with five people on the team, plus one additional stakeholder — the sponsor. Draw 
in all the channels of communication on this picture. 




2. Wow, that was a lot of work. Luckily, you won't need to do that again. Now do it the easy way: use the formula 
to figure out how many lines of communication there are for seven people. 



# lines for T people = 



Z.x ( . Z- 1) 



= (7 x &) + 2 = 2. 



3. Okay, now let's say that you've added two team members and two more stakeholders, so there are now 1 1 
people on the project who need to communicate with one other. How many lines did you add? 

First figure out how many lines there are for 1 1 people: 



# lines lor M people =" 



J..x ( LL- 1) 



= ( II x IO)-i-2=5-5 



So how many lines were added when four people joined the seven-person project? 

# lines added = # lines lor 11 people - # lines lor 7 people 

= 5?- 21 = 34 
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1. Keith, the project manager of a large publishing project, sends an invoice to his client. Which communication 
type is he using? 




A. Formal verbal 




B. Formal written 


^^^^ 


C. Informal written 


D. Informal verbal 


2. Which of the following is NOT an input to the Plan Communications process? 


A. Enterprise environmental factors 


B. Organizational process assets 


C. Information gathering techniques 




D. Project scope statement 




3. You take over for a project manager who has left the company and realize that team is talking directly to the 
customer and only having status meetings when there are problems. The programming team has one idea about 
the goals of the project, and the testing team has another. Which document is the FIRST one that you should 
create to solve this problem? 




A. Communication plan 




B. Status report 




C. Meeting agenda 




D. Performance report 




4. You ask one of your stakeholders how things are going on her part of the project and she says "things are 
fine" in a sarcastic tone. Which is the BEST way to describe the kind of communication that she used? 




A. Feedback 




B. Active listening 




C. Nonverbal 




D. Paraungual 




5. You're managing an industrial design project. You created a communication plan, and now the team is 
working on the project. You've been communicating with your team, and now you're looking at the work 
performance information to evaluate the performance of the project. Which of the following BEST describes the 
next thing you should do? 




A. Use formal written communication to inform the client of the project status 




B. Compare the work performance information against the time, cost and scope baselines and look for deviations 




C . Update the organizational process assets with your lessons learned 




D. Hold a status meeting 
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6. You have five people working on your team, a sponsor within your company, and a client, all of 
whom need to be kept informed of your projects progress. How many lines of communication are 
there? 




A. 28 




B. 21 




C. 19 




D. 31 




7. Which of the following is NOT an example of active listening? 




A. Nodding your head in agreement while someone is talking 




B. Restating what has been said to be sure you understand it 




C . Asking questions for clarification 




D. Multitasking by checking your email during a conversation 




8. Sue sent a message to J im using the company's voicemail system. When he received it, J im 
called her back. Which of the following is true? 




A. Sue encoded the voicemail, J im decoded it, and then encoded his feedback message. 




B. Sue decoded her voicemail message; J im encoded his phone call and decoded the feedback. 




C . Jim sent feedback to S ue, who encoded it. 




D. Sue decoded her voicemail message and J im encoded his feedback. 




9. You're managing a construction project. Suddenly the customer asks for some major changes to 
the blueprints. You need to talk to him about this. Whafs the BEST form of communication to use? 




A. Informal written 




B. Informal verbal 




C . Formal written 




D. Formal verbal 




10. Kyle is the project manager of a project that has teams distributed in many different places. 
In order to make sure that they all get the right message, he needs to make sure that his project 
plan is translated into Spanish, Hindi, French, and German. What is Kyle doing when he has his 
communications translated? 




A. Encoding 




B. Decoding 




C. Active listening 




D. Effective listening 
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i- Exam Questions 




11. There are 15 people on a project (including the project manager). How many lines of 
communication are there? 

A. 105 

B. 112 

C. 113 

D. 52 

12. Which communication process is in the Monitoring & Controlling process group? 

A. Distribute Information 

B. Manage Stakeholder Expectations 

C. Plan Communications 

D. Report Performance 

13. You're working at a major conglomerate. You have a 24-person team working for you on a project 
with five major sponsors. The company announces layoffs, and your team is reduced to half its size. 
How many lines of communication are on your new, smaller team? 

A. 66 

B. 153 

C. 276 

D. 406 

14. You've consulted your Earned Value calculations to find out the EAC and ETC of your project. 
Which of the following is the BEST place to put that information? 

A. Work performance information 

B. Forecasts 

C. Quality control measurements 

D. Lessons learned 

15. Which of the following is an example of noise? 

A. An email that's sent to the wrong person 

B. A project manager who doesn't notice an important clause in a contract 

C. Garbled text and smudges that make a fax of a photocopy hard to read 

D. When the team is not paying attention during a status meeting 
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1. Answer: B 

Any communication that can be used for legal purposes is considered formal written communication. An 
invoice is a formal document. 

See the wov-d, w tedhni^ue ? 
s^^ That's a y>od indication -that 

2. Answer: C v / '^ s a ^° ' a ^ h0 ^ a * '^p^t- 

Information gathering techniques are part of Distribute Information but not part of Plan Communications. 



3. Answer: A 

The Communication Plan is the first thing you need to 
create in this situation. It will help you organize the 
meetings that are taking place and get everyone on 
the same page. The communication plan will help you 
to streamline communications so that the customer 
can use you as a single point of contact, too. 



4. Answer: D 

Paraungual communication happens when additional information is conveyed by the tone or 
pitch of your voice. It's when you use more than just words to communicate. 



5. Answer: B 

When you look at work performance information, you're in the Report Performance process. 
And what do you do with the work performance information? You compare it against the 
baselines to see if your project is on track! If it isn't, that's when you want to get the word out 
as quickly as possible. 






6. Answer: A 



A lot o-C people thoose d here Don't 
&*yt to indlude yourscl-P! Look out 
Jfor questions like this o^ the e*am too. 



The formula for lines of communication is n x (n-1) + 2. In this problem there were seven people named, plus you. 
(8x7)-2 =28. 
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7. Answer: D 

All of the other options show the speaker that you understand what they are saying. That's active listening. 



Sf ■Tit"-"' ^ rfi "° ""•" ^ *•* T 



8. Answer: A 



This question is just asking if you know the definitions of encode, decode, and feedback. E ncoding is 
making a message ready for other people to understand, while decoding it involves receiving the message 
and understanding it. Feedback means letting the sender know that you got the message. 

A*ylw you sec anylW;} about a \orr»a\_ 
9. Answer: C f^ ^' s ^^aljg jttfli- 

Anytime you are communicating with the customer about the scope of your project, it's a good idea to use 
formal written communication. 



10. Answer: A 

He has to encode his message so that others will understand it. 

11. Answer: A 

(15 x 14) + 2 = 105 This one is just asking if you know the formula n x (n- 1) + 2. 

12. Answer: D 

Report Performance is the only Monitoring & Controlling process in Communications Management. 
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13. Answer: B 

There are now 12 team members, five sponsors and a project manager. That gives you 18 people. Use the 
formula: n x (n - 1) + 2 to calculate this: 18 x 17 + 2 = 153. 



14. Answer: B 

The idea behind forecasts is that you are using 
the Earned Value calculations that forecast 
the completion of the project to set everyone's 
expectations. That's why you use EAC (which helps 
you estimate your project's total cost) and ETC 
(which gives you a good idea of how much more 
money you think you'll spend between now and 
when it ends). 



V . Did you get one o( the other a^crs? 

/Wake sure you eluded the J^^ascs 
ahd the project maha^er/ 





15. Answer: C 

There are plenty of ways that communication can go wrong. 
When you send email to the wrong person, your communication 
had trouble- but that's not noise. Noise is the specific thing that 
interferes with the communication. In this case, the garbled text 
is a great example of noise. 
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Planning for the unknown 




Even the most carefully planned project can 

run into trouble. No matter how well you plan, your project can 
always run into unexpected problems. Team members get sick or quit, 
resources that you were depending on turn out to be unavailable — even 
the weather can throw you for a loop. So does that mean that you're 
helpless against unknown problems? No! You can use risk planning 
to identify potential problems that could cause trouble for your project, 
analyze how likely they'll be to occur, take action to prevent the risks 
you can avoid, and minimize the ones that you can't. 
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risks might occur 

What's a risk? 

There are no guarantees on any project! Even the simplest activity can run into 
unexpected problems. Any time there's anything that might occur on your project 
and change the outcome of a project activity we call that a risk. A risk can be an 
event (like a fire), or it can be a condition (like an important part being unavailable). 
Either way it's something that may or may not happen... but if it does, then it will 
force you to change the way you and your team will work on the project. 



|£ your yrojtti requires 
-bV^a-t you s&nd on the 
edy o£ a t\\M, the* 
here's a risk that you 
tould -fall 



|Jf it's very v/'mdy ou- 
or the ground is silvery 
a*d u*evc», the* &IU3 
is more likely. 




A risk is any 
uncertain event 
or condition 
that might 
affect your 
project. 

Not all risks 
are negative. 




Not all risks are negative 

Some events (like finding an easier way to do an 
activity) or conditions (like lower prices for certain 
materials) can help your project! When this happens, 
we call it an opportunity. . . but it's still handled just 
like a risk. 
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How you deal with risk 



When you're planning your project, risks are still uncertain: they haven't happened 
yet. But eventually, some of the risks that you plan for do happen. And that's when 
you have to deal with them. There are four basic ways to handle a risk: 



Avoid 

The best thing that 
you can do with a 
risk is avoid it — if 
you can prevent it 
from happening, 
it definitely won't 
hurt your project 



The easiest w ay -to avoid 
this Hsk is -to walk away 
W» the t\\tt... but that 
*ay hot be ah option o* 
this project 



Transfer 

One effective way 
to deal with a risk 
is to pay someone 
else to accept it 
for you. The most 
common way to 
do this is to buy 
insurance. 




O 



Mitigate 

If you can't avoid the 
risk, you can mitigate it. 
This means taking some 
sort of action that will 
cause it to do as little 
damage to your project 
as possible. 




>u tdn 
'ou 



^tWrn^oudahdotovedudeits 

•,m ? a*fc, ^e» aaepM * 
only t\\o\tt- 




Accept 

When you can't avoid, mitigate, or transfer a risk, 
then you have to accept it. But even when you accept 
a risk, at least you've looked at the alternatives and 
you know what will happen if it occurs. 

i avoid the risk, a»d there's 
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planning for risk 

Plan Risk Management 

By now, you should have a pretty good feel for how each of the 
planning processes work. The past few knowledge areas started 
out with their own planning process, and Risk Management 
is no different. You start with the Plan Risk Management 
process, which should look very familiar to you. 



You'll need to see rf there 
are standard templates, 
voles and responsibilities, 
oy risk categories that 

your domf any \ascs. 



^\W/^^^ Planning 
m process group 




By the time a risk actually o^urs o* your 
project, it's too late to do anything about it 
Thats why you ^d h> plan £>r risks &*•* 
the beginning and keep <Wmg back h> do 
™*t planning throughout the project 

Inputs 



Organizational 
Process Assets 



Are people at your Company 
risk takers? Do they play ^ 
it sa-fe? Every Company _yl 
has people with di-f+erent 
attitudes about risk. 



Enterprise 
Environmental Factors 




Watch ft! 



Are you starting to see 
a pattern here? 

You may get a question on 
the exam that asks which 
processes use Organizational 
Process Assets! Think about why you 
need them for Plan Risk Management and 
the other planning processes. That should 
help you remember which processes need 
'em. 




Communications 
Management Plan 



/«• ta» $\^t out why 
you t^ttd these project 

"/^^Pl^andthe 
*fe statement Take a 

-^te to think it through. 
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b 



Y<>u do all youv risk 
plahh'mg by mccimg 
wiih -the -team. 



You II kee? meeti^ wth the* 
throughout youv yrofrti \t> 

stay on -bop o£ risks. 



Outputs 





The Risk /Wahagemeh-t 
Plah is you\r guide to 
ideh-ti-fyihg a nd analysing 

\risks oh youir pv-ojedt. 



Planning Meetings 
and Analysis 



The Risk Management Plan is the only output 

It tells you how you're going to handle risk on your project — which 
you probably guessed, since that's what management plans do. It 
says how you'll assess risk on the project, who's responsible for 
doing it, and how often you'll do risk planning (since you'll have to 
meet about risk planning with your team throughout the project). 

The plan has parts that are really useful for managing risk: 




Risk Management Plan 



It -tells you who idehti-fies ahd 
analyzes -the v-isks, how -they do 
it, 3hd how o£teh it happens. 



r\ It has a bunch of categories that you'll use to classify your 
risks. Some risks are technical, like a component that might 
turn out to be difficult to use. Others are external, like 
changes in the market or even problems with the weather. 

Q You might find a Risk Breakdown Structure (RBS) 
here. It's a great tool for managing your risk categories. It 
looks like a WBS, except instead of tasks it shows how the 
risks break down into categories. 

f] It's important to come up with probability and impact 

guidelines to help you figure out how big a risk's impact is. 
The impact tells you how much damage the risk will cause 
to your project. A lot of projects classify impact on a scale 
from minimal to severe, or from very low to very high. 

Q The plan should also give you a scale to help figure out the 
probability of the risk. Some risks are very likely; others aren't. 
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Use a risk breakdown structure to categorize risks 

You should build guidelines for risk categories into your 
risk management plan, and the easiest way to do that is to 
use a risk breakdown structure (RBS). Notice how it 
looks a lot like a WBS? It's a similar idea — you come up 
with major risk categories, and then decompose them into 
more detailed ones. 







This is what ah RBS looks like 
The idea here is that you wa*t 
-to dome up with a way to take 
ea*h risk a*d give it a category. 




Technical 
Risks 




The RBS is just o*e way h> 
categoric misks. It's hot a tool 
or tedhhi^ue by itsel-P; you'll 
i^lude it as part o-P the Risk 
/l/Uagemeht Plan- 



Quality 

Issues 



Part 
Compatibility 



Weather 
Problems 



Customer 
Issues 



New 
Government 
Regulations 



Staff 
Attrition 



Project 

Priority 

Changes 




Once you to*«t up with a list 
oj risks, you'll label ea^h erne 
oi them with ohe o-P these 
categories. That will *ake it 
easier to figure out how to 
deal with the risks later. 
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en your pencil 



Take a look at how each of these project risks is handled and figure 
out if the risk is being avoided, mitigated, transferred, or accepted. 



1 . Stormy weather and high winds could cause very 
slippery conditions, so you put up a tent and wear 
slip-resistant footwear to keep from losing your 
footing. 



| | Avoided 

| | Transferred 



| | Mitigated 
| I Accepted 



2. You buy a surge protector to make sure a lightning 
strike won't blow out all of your equipment. 



| [ Avoided 
| I Transferred 



| | Mitigated 
I | Accepted 



3. Flooding could cause serious damage to your 
equipment, so you buy an insurance policy that 
covers flood damage. 



| I Avoided 
| | Transferred 



| | Mitigated 
I I Accepted 



4. The manufacturer issues a warning that the 
safety equipment you are using has a small but 
nonzero probability of failure under the conditions 
that you'll be facing. You replace it with more 
appropriate equipment. 



| I Avoided 
| I Transferred 



| | Mitigated 
| I Accepted 



5. A mud slide would be very damaging to your 
project, but there's nothing you can do about it. 



I | Avoided 
I | Transferred 



| | Mitigated 
I | Accepted 



6. A team member discovers that the location you 
planned on using is in a county that is considering 
regulations that could be expensive to comply 
with. You work with a surveying team to find a new 
location. 



| | Avoided 

[ | Transferred 



| | Mitigated 
I | Accepted 



7. Surrounding geological features could interfere 
with your communications equipment, so you 
bring a flare gun and rescue beacon in case it fails. 



I | Avoided 
I | Transferred 



| | Mitigated 
I | Accepted 



paie6!i!i/\| - /_ papjOAy - 9 paidaDDy - S papjOAy - V pajja^sueji- £ paie6!i!|/\j - z paje6!J!|/\| - t isjbmsuv 
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risk planning processes 

Anatomy of a risk 

Once you're done with Plan Risk Management, there are four more 
risk management processes that will help you and your team come up 
with the list of risks for your project, analyze how they could affect 
your project, and plan how you and your team will respond if any of 
the risks materialize when you're executing the project. 



\ » 




/\w 



Identify Risks 



TV* $ ivst toing you need "to do v/ben 
planning -Cov visks is to gatbev toe tea* 
togetoev and dome up y/'to a list of 
evev-y possible risk you £an think o\> 

N. The RBS you Seated duv-i*g 

^ Plan Risk Management will make 
it a lot easier -to do tbis. 





Perform Qualitative Risk 
Analysis 

^ey ou W 9 oialisto^Hsks ;y ou1l 
»eed to get a good idea <J the 
Probability a,d impart of cadhHsk. 

Remember toe probability and impart 
guidelines in toe Risk Management 
Plan? This is where you use them to 
assign a probability and impact to 
eath risk! 
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By the time y«* ¥± *>«*' 
you've $ot a list o-C visks, with 
a probability and impact 
assigned to each visk. Thats 
a <yreat stavt'm^ point, but 
sometimes you need wove 
,d?ovmation i-f you want to 
make $ood decisions... 




Theve ave two move Risk Management pvoCesses. project risk management 

you alv-eady saw Plan Risk Management- Theve's 

also a MonitovinJ f Controlling pvoCess tailed 
Monitov and Control Risks that you use when a 
visk actually materializes. I 

All jour o{ tkese Risk Management 
processes are in tke Planning 
process group— you need to plan 
lor your project's risks kef ore you 
start executing tke project. 



All that's left now is to ? lan responses 
b> each visk' This is wheve you det.de 
v,hethev to avoid, mitigate, tvans*ev, 
ov- accept- and how you II do .t! 



Perform Quantitative Risk 
Analysis 

You ear, make bettev decisions with 
•nove pvecise in&vmation. That's 
what this process is about-assia»i h a 
numevical values &r the pvobability 
and impact o-f each visk. 



***VH* 





Plan Risk Responses 



Some teams do Perform Qualitative Risk Analysis first, others start with Perform Quantitative 
Risk Analysis. Some only do one or the other. Can you think of reasons they might do this? 
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identify all risks 



What could happen to your project? 



You can't plan for risks until you've figured out which ones you're likely to run 
into. That's why the next risk management process is Identify Risks. The 

idea is that you want to figure out every possible risk that might affect your 
project. Don't worry about how unlikely the risk is, or how bad the impact 
would be — you'll figure that stuff out later. , , 

Y ou ii 3' so * cc <* y° uv " 

This will irflude ail o* wr ^«v, - Stakeholder Re gister, as well 

J estimates and your activity duration ^ ^ ^ p ^^,^ . 

estimates, whi*h are also myuts. 



m procc 



anningf 
process group 



Cost and Schedule 
Management Plans 



Risk Management 
rPlan 



^-3 



dude all o£ yoirt- artWfcy tost 
rtion 




Project 
Management Plan 



Organizational 
Process Assets 





y°* should look *JL I 

/ear*,,* / ** ,css °' 
'«^d W p as ^ .. 




wrong 



Identify Risks 




Enterprise 
Environmental Factors 



People ami maki^ sure # s rijhi 



Tke goal oi 
all oi tke 
risk planning 
processes is to 
produce the 
risk register . 
Tkat's your 
main weapon 
against risk. 



Higher than expected demand 
for equipment in the area this 
season 



Recent industry report cites 
higher-than-expected failure 
rates for critical equipment 




The risk register is -the only 
output— and it's the most 
important part of risk 
management Its a list of all o-f 
the risks and some initial ideas 
about how you d respond to them. 



Risk Register 
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Iwforwatiow-gathermg techniques for Identify Risks 

You probably already guessed that the goal of Identify Risks is to identify risks — 
seems pretty obvious, right? And the most important way to identify those risks is 
to gather information from the team. That's why the first — and most important — 
technique in Identify Risks is called Information-Gathering Techniques. 
These are time-tested and effective ways to get information from your team, 
stakeholders, and anyone else that might have information on risks. 

Four useful iMf onwation-gathering techniques 

There are a lot of different ways that you can find risks on your project. 
But there are only a few that you're most likely to use — and those 
are the ones that you will run across on the exam. 



J.\s 




Brainstorming is the first thing you 
should do with your team. Get them all 
together in a room, and start pumping 
out ideas. Brainstorming sessions always 
have a facilitator to lead the team and 
help turn their ideas into a list of risks. 



The -beam usually domes up with 
v-isb that have to do with 

build'm$ the fv-odudt, while the 
spoksov ov someone who would use 
the pv-odudt will think about how 
it tould end up bem$ di-f-f idult to 



use- 



^V The -facilitator is really im ? orta*t~without her, 
\- it's just a disorderly meeting with no dear pal. 



S- 



Interviews are a really important 
part of identifying risk. Try to find 
everyone who might have an opinion 
and ask them about what could 
cause trouble on the project. The 
sponsor or client will think about the 
project in a very different way than 
the project team. 



The Delphi technique is a way 

to get opinions and ideas from experts. 
This is another technique that uses 
a facilitator, but instead of gathering 
team members in a room, they send 
questionnaires to experts asking about 
important project risks. The facilitator 
will take those answers and circulate 
them all to the experts — but each 
expert is kept anonymous so that 
they can give honest feedback. 



JtAtfcM 



The Delphi tedhni^ue 
is always a^o^ymous. 
People will give more 
honest opinions i-p 
they know their 
v\dn\cs won't be 

attached b> them. 



Root cause identification is analyzing each 
risk and figuring out what's actually behind it. Even 
though falling off of the cliff and having your tent 
blow away are two separate risks, when you take a 
closer look you might find that they're both caused by 
the same thing: high winds, which is the root cause 
for both of them. So you know that if you get high 
winds, you need to be on the lookout for both risks! 




What's the big difference between Brainstorming and the Delphi Technique? 
Can you think of a situation where one would be more useful than the other? 
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Identify Risks tools 

More Identify Risks techniques 

Even though gathering information is the biggest part of Identify Risks, it's not the 
only part of it. There are other tools and techniques that you'll use to make sure 
that the risk register you put together has as many risks as possible. The more you 
know about risk going into the project, the better you'll handle surprises when they 
happen. And that's what these tools and techniques are for — looking far and wide 
to get every risk possible. 



"H§ 



Documentation reviews are 

when you look at plans, requirements, 
documents from your organizational 
process assets, and any other relevant 
documents that you can find to squeeze 
every possible risk out of them. 

TV* RBS you dveated in Plan Risk Management 
is a jood plate to stav-t &>v this, fa dan 
use all the risks you tait$or\z£d in it as 2 



T 

point- 



Assumptions analysis is what 

you're doing when you look over your 
project's assumptions. Remember 
how important assumptions were 
when you were estimating the project? 
Well, now it's time to look back at 
the assumptions you made and make 
sure that they really are things you 
can assume about the project. Wrong 
assumptions are definitely a risk. 



S 



The team made assumptions 
duvinj planning to deal with 
incomplete in-fo\rmatioy\— 

and there's a visk that 

ea£h assumption dould wn 
out to be wvoncy 




Checklist analysis means using checklists 
that you developed specifically to help you find 
risks. Your checklist might remind you to check 
certain assumptions, talk to certain people, or 
review documents you might have overlooked. 



Diagramming techniques should be pretty familiar to you already. You 
can use the Ishikawa or Fishbone diagrams from Quality Management to help 
you find the root cause of a risk, just like you did for a defect. You can also use 
flowcharts to see how parts of your system interact — any place where they get 
complex or uncertain is a good source of risks. 



SWOT analysis lets you 

analyze strengths, weaknesses, 
opportunities, and threats. 
You'll start by brainstorming 
strengths and weaknesses, and 
then examine the strengths to 
find opportunities, and you'll 
look at the weaknesses to come 
up with threats to the project. 




Wind 

Tent not staked well 



Landslide 



Geological 



■^Falling 



Rope failure 
Equipment 




Fishbone or Ishikawa Diagram 



Flowchart 
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ExeitctSe 



Read each of these scenarios and identify which tool or technique is being used. 
If a scenario uses an information-gathering technique, specify which one. 



1. Your project requires that you set up a campsite on the edge of a cliff. You gather your 
team members, including a geologist, a meteorologist, a tracker, and three campsite 
workers, and lead them in a directed discussion where they identify as many risks as 
possible. 



2. You look through your company's asset library and discover that two previous projects 
involved setting up camp in this area. You look through the lessons learned to figure out 
what went wrong, and what could have been avoided through better planning. 



3. You've sent a questionnaire to a park ranger and engineers at tent and hiking equipment 
companies to gather their opinions on the risk of falling off of a cliff. You remove their 
names from their responses, copy them, and send them back to everyone to get their 
feedback. 



4. You've identified a risk that is very complex, so you identify the root cause. You use the 
Ishikawa technique to gain insight into it. 



5. You've reviewed your estimates and find that you had assumed that seasonal weather 
patterns would hold. If they change, then it could cause serious problems with the 
project. 



6. You meet individually with many different people: the sponsor, stakeholders, team 
members, and experts. You ask each of them detailed questions about what they think 
could go wrong on the project. 



SM9!AJ9}U| - ssnbmipaj 6uu9lbb6-uo!1bujjoju| "9 s|sA|eue suofldiunssv "S 

senbrnips} 6u!iuwej6e!Q 'p snbwipa) !i|d|9Q - ssnbwipai 6uu9iRB6-uo!}BWJcyii| '£ 

SM9JA9J uoiieiuBwnDOQ 7 Bujiujo^sujej g - ssnbmipai 6uu9iRB6-uo!}BWj<yu| "i 
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Where to look for risks 

A good way to understand risks for the exam is to know where they 
come from. If you start thinking about how you find risks on your 
project, it will help you figure out how to handle them. 

Here are a few things to keep in mind when you're looking for risks: 



You can't always depend on all the 
resources you were promised. 

Have you ever been promised a person, 
equipment, conference room, or some other 
resource, only to be told at the last minute that 
the resource you were depending on wasn't 
available? What about having a critical team 
member get sick or leave the company at the 
worst possible time? Check your list of resources. 
If a resource might not be available to you when 
you need it, then that's a risk. 



© The critical path is full of risks. 

Remember the critical path method from 
the Time Management chapter? Well, an 
activity on the critical path is a lot riskier 
than an activity with plenty of float, 
because any delay in that activity will delay 
the project. 

If », activity t^t's »ot «* t»* * *"> 

\^2&*^* ******* 
delays m Youv fvojett- 



© 



"When you assume..." 

Have you ever heard that old saying about what 
happens when you assume? At the beginning of 
the project, your team had to make a bunch of 
assumptions in order to do your estimates. But 
some of those assumptions may not actually be 
true, even though you needed to make them for 
the sake of the estimate. It's a good thing you 
wrote them down — now it's time to go back and 
look at that list. If you find some of them that 
are likely to be false, then you've found a risk. 



ftttvtM 




Look outside your project. 

Is there a new rule, regulation, or law 
being passed that might affect your 
project? A new union contract being 
negotiated? Gould the price of a critical 
component suddenly jump? There are 
plenty of things outside of your project 
that are risks — and if you identify them 
now, you can plan for them and not be 
caught off guard. 

Fmdihg risks *ca h s ^lUg fe 
youv -team a*& being <*eaiive. 
Risks £a* be anywhere. 




These areas are a good start, but there are plenty of other places on your 
project where you can find risks. Can you think of some of them? 
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Now put it in the risk register 

The point of the Identify Risks process is to . . . well, identify risks. But what does that 
really give you? You need to know enough about each risk to analyze it and make 
good decisions about how to handle it. So when you're doing interviews, leading 
brainstorming sessions, analyzing assumptions, gathering expert opinions with the 
Delphi technique, and using the other Identify Risks tools and techniques, you're 
gathering exactly the things you need to add to the risk register. 



project risk management 



Outputs 



tt\ 



Eath risk -that you and 
•the -tear* tome up vii-tK 
should 50 here- 



s ? pod idea £>, 



£* y- II really dive jh 4 
*«po» ses pv-o^aj. 




Identified Risks 



Landslide caused by loose gravel and dirt 
on the nearby mountain 



High winds can lead to cliff disaster 



Truck rental is unavailable 



Potential Responses 



Put up barrier or dig trench 



Reinforce tent stakes; obtain 
weatherproof equipment 



Equipment failure during project 




Pay to reserve equipment at a 
second company 



( No responses were found by the 
^iaam 




Risk Register 



add -the*- 



"Y^u" yt a chalet 

"to dome up W\{\\ 

more domple-te 
responses later. 




This is where the 
results o£ y ouv . ^^ 
£ause analysis 30. 



Root Causes 



Geological data review found 
loose topsoil nearby 



National weather service 
predicts 35% chance of high 
winds 



Higher than expected demand 
for equipment in the area this 
season 



Recent industry report cites 
higher-than-expected failure 
rates for critical equipment 



Some risks do ho-fc have 
a* obvious response. 



<r 



You already seated &e Ri* Ma«ay»*«t Plj» 
m tiie last protess. N<™ yo»'« 90*3 M« a*d 
updalmj it by addn* the risk register. 



The risk register is built into the Risk Management Plan. Up dates t o 
the risk register are the only output oi the Identify Risks process. 
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assign risk priorities 

Rank your risks 

It's not enough to know that risks are out there. You can identify risks all day long, 
and there's really no limit to the number of risks you can think of But some of them 
are likely to occur, while others are very improbable. It's the ones that have much 
better odds of happening that you really want to plan for. 

Besides, some risks will cause a whole lot of damage to your project if they happen, 
while others will barely make a scratch. . . and you care much more about the risks 
that will have a big impact. That's why you need the next risk management process, 
Perform Qualitative Risk Analysis — so you can look at each risk and figure 
out how likely it is and how big its impact will be. 



m proce 



Planning 
process group 



Vow r>eea v . \# 



fo"**bar all the siu# you put 
'* Hare about risk *ate 9 ories a*d 




de-Pihi-fciohs? Those will 



Perform 
Qualitative Risk 



£ome *m handy. 



a*aVp* 



\}\t*»' 




Landslide caused by loose gravel and dirt 
on the nearby mountain 


Put up barrier or dig trench 


Geological data review found 
loose topsoil nearby 


High winds can lead to cliff disaster 


Reinforce tent stakes; obtain 
weatherproof equipment 


National weather service 
predicts 35% chance of high 


Truck rental is unavailable 

New risk category: Equipment 


Pay to reserve equipment at a 
second company 


Higher than expected demand 
for equipment in the area this 


Equipment failure during project 


No responses were found by the 


Recent industry report cites 
higher-than-expected failure 
rates for critical equipment 




tf you didn't put that stu# 
»» the plan, -the* you should 
90 ahead and do it h0 w. 



Risk Register 



Organizational 
Process Assets 



/ 



□ 



Risk Management 
Plan 



Project Scope 
Statement 



/ A good way to -f ijure out whether 

[^ a risk is likely is h> look at lessons 

' learned and see i-P it happened be£ 



ore- 





5 tfc ^tti use ^ w«m 
^? TWA** *■-««*/. 



Poes 
-for 




1?*Vfc*tf 



Why do you think Enterprise Environmental Factors are NOT 
an input to the Perform Qualitative Risk Analysis process? 
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Examine each risk in the register 

Not all risks are created equal. Some of them are really likely to 
happen, while others are almost impossible. One risk will cause a 
catastrophe on your project if it happens; another will just waste a 
few minutes of someone's time. 



Risk data quality assessment means 

making sure that the information you're using in your 
risk assessment is accurate. Sometimes it makes sense 
to bring in outside experts to check out the validity 
of your risk assessment data. Sometimes you can 
even confirm the quality of the data on your own, by 
checking some sample of it against other data sources. 



M s 



Risk categorization is all about grouping 

your risks so that you can come up with a better 
strategy for dealing with them. You might group 
them by the phase of the project where you'll see 
them, or by the source of the risk. Or you could 
come up with a bunch of additional categories that 
would help you to organize your response better 
and be ready for the risk if it should happen. 



Risk urgency assessment is checking out 

how soon you're going to need to take care of a 
particular risk. If a risk is going to happen soon, you'd 
better have a plan for how to deal with it soon, too. 

Expert judgment definitely comes in handy when 
you're assesssing risks. Who better to help you come up 
with things that might go wrong than experts who have 
been through similar projects before? 

Risk probability and impact assessment 

One of the best ways to be sure that you're handling your 
risks properly is to examine how likely they are to happen, 
and how bad (or good) it will be if they do. This process 
helps you assign a probability to the likelihood of a risk 
occurring, and then figure out the actual cost (or impact) 
if it does happen. You can use these values to figure out 
which of your risks need a pretty solid mitigation plan, 
and which can monitored as the project goes on. 



Probability and impact matrix is a table 

where all of your risks are plotted out according to 
the values you assign. It's a good way of looking at 
the data so you can more easily make judgments 
about which risks require response. The ones with 
the higher numbers are more likely to happen and 
will have a bigger impact on your project if they 
do. So you'd better figure out how to handle those. 



deal J* ** *-? s •* " sb * ° nC 
v-esponse Y ' avv 

Perform Qualitative Risk 
Analysis kelps you prioritize 
each risk and figure out its 
probabilit y and impact 

Sometimes you'll -find that some risks have obviously low 
probability and impact, so you won't put them in the 
main section o( your roister. Instead, you dan add them 
to a separate section tailed the watthlist , whidh is just a 
list o£ risks. It'll indude risks you don't want to -forjet 
about, but whidh you don't need to tradk as dosely. 
You'll dhedk your watdhlist -Prom time to time to kee 



eye ov\ things. 



» keep av\ 



Probability 


?$\ 


.9 


.09 


.27 


.45 


.63 


.81 


.7 


.07 


.21 


.35 


.49 


.63 


.5 


.05 


.15 


.25 


.35 


.45 


.3 


.03 


.09 


.15 


.21 


.27 


.1 


.01 


.03 


.05 


.07 


.09 


Impact 


.1 


.3 


.5 


.7 


.9 
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prioritizing practice 




harpen your pencil 



Here are some facts about the cliff project that were uncovered 
during qualitative analysis. Update the risk register on the facing 
page with the appropriate information. 



Risk Probability Impact 


1. Landslide 


.1 


.9 


2. Winds 


.7 


.9 


3. No truck 


.3 


.7 


4. Storms 


.5 


.3 


5. Supplies 


.1 


.5 


6. Illness 


.1 


.7 



JWj the Perfct* Qualitative ftsk 
Analysis sessions, the tear» assigned 
a probability and impact nun.be*- to 
each ol the risks on the facing page. 



Prob.£lw 


pact Matri) 


' 


.9 


.09 


.27 


.45 


.63 


.89 


.7 


.07 


.21 


.35 


.49 


.63 


.5 


.05 


.15 


.25 


.35 


.45 


.3 


.03 


.09 


.15 


.21 


.27 


.1 


.01 


.03 


.05 


.07 


.09 




.1 


.3 


.5 


.7 


.9 



Impact 




This jives you a jood pi£-ture o-f -the 
-threshold -the Company has se-t -fo 
evaluaimj risks. 



4-ov- 



Vou tt» %« out the priorfy o* 
eath v-.sk based on ^ probability 
and -.m ? a6t U^iority risks have 
no shadi^, medium ones are l^ht 
pay* and hi^h ones are dark yay. 



1 The Organizational Process Assets at your company set a high-priority risk as any risk with a Probability and 

Impact score higher than 0.20. Medium-priority risks are those between 0.1 and 0.1 9, and low-priority are 
those between 0-0.09. Low-priority risks can be monitored on a watchlist, but High and Medium ones must have 
a response strategy. 

Fill in the missing values in the Priority and Probability columns in the risk register on the right, using the 
Probability and Impact matrix to figure out which ones are low, medium, or high. For example, we filled 
in "High" under Priority for row #3 by looking up risk ("No truck") in the first table, finding the probability 
and impact values, and then using the Probability & Impact Matrix. The Probability is .3 and the Impact is 
.7, so you can find the corresponding box in the matrix. Since it's dark gray, its priority is "High." 

2 After analyzing your data, you came up with three risk categories for the project: natural, equipment, and human. 
Fill in the missing values in the "Category" column of the risk register with either "Natural,""Equipment," 
or "Human." We started you out by filling in a few of them. 

3. For this particular project, you'll need the equipment at the start of the project, so any equipment risks are 
considered high urgency. Natural and human risks are all medium urgency, except for ones that have to do with 
storms, which you consider low urgency for this project because of limited mitigation potential. 
Figure out the whether the urgency for each risk is "Low,""Medium," or "High" and fill in the "Urgency" 
column in the risk register. 
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It's okay U some ves ? o»ses to be bUk-yo»'H fill tbem 
m later dwiw$ the Plan Risk Responses ? <rotess. 



1 



Identified Potential Root Cause Category Priority Urgency 
Risks Response 


1. 


Landslide 
caused by loose 
gravel and dirt 
on the nearby 
mountain 


Put up barrier or 
dig trench 


Geological data 
review found 
loose topsoil 
nearby 








2. 


High winds 
can lead to cliff 
disaster 


Reinforce tent 
stakes; obtain 
weatherproof 
equipment 


National weather 
service predicts 
35% chance of 
high winds 


Natural 




Medium 


3. 


Truck rental is 
unavailable 




Higher than 
expected 
demand for 
equipment this 
season 


Equipment 


High 




4. 


Storms 
predicted 
through the first 
two weeks of 
project schedule 
time 


Create reserves 
to account for 
time lost due to 
storms 


El Nino weather 
pattern 




Medium 


Low 


5. 


Supply shortage 
if we don't 
accurately 
predict food 
needs 




Nearest store is 
30 miles away 


Equipment 






6. 


If someone gets 
sick, it could 
be a problem 
getting medical 
care 


Bring a doctor 
with us on the 
project 


Nearest hospital 
is 50 miles away 
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update the risk register 



Outputs 






Qualitative a „ alysis Wps ( ^ M 
™k arc r»ost „» P orUt i, youy . ti>i 
suttes* M,e» you've .fi^ed you, analysis, you 
should have a risk agister -thai tells you a lot 
move about what could 90 wo* 9 . 



The only output oi Perforin 
Qualitative Risk Analysis is 
the undated risk register. 



Identified Potential 


Root Cause Category 


Priority 


Urgency 


Risks Response 








1. 


Landslide 
caused by loose 
gravel and dirt 
on the nearby 
mountain 


Put up barrier or 
dig trench 


Geological data 
review found 
loose topsoil 
nearby 


Natural 


Low 


Medium 


2. 


High winds 
can lead to cliff 
disaster 


Reinforce tent 
stakes; obtain 
weatherproof 
equipment 


National weather 
service predicts 
35% chance of 
high winds 


Natural 


High 


Medium 


3. 


Truck rental is 
unavailable 




Higher than 
expected 
demand for 
equipment this 
season 


Equipment 


High 


High 


4. 


Storms 
predicted 
through the first 
two weeks of 
project schedule 
time 


Create reserves 
to account for 
time lost due to 
storms 


El Nino weather 
pattern 


Natural 


Medium 


low 


5. 


Supply shortage 
if we don't 
accurately 
predict food 
needs 




Nearest store is 
30 miles away 


Equipment 


low 


High 


6. 


If someone gets 
sick it could be a 
problem getting 


Bring a doctor 
with us on the 
project 


Nearest hospital 
is 50 miles away 


Human 


low 


Medium 




medical care 
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tWeiare no 

Dumb Questions 



% 



Who does Perform Qualitative Risk Analysis? 

r\. The whole team needs to work on it together. 
The more of your team members who are helping to 
think of possible risks, the better off your plan will be. 
Everybody can work together to think of different risks to 
their particular part of the work, and that should give an 
accurate picture of what could happen on the project. 



Q; 



What if people disagree on how to rank risks? 



r\. There are a lot of ways to think about risks. If a risk 
has a large impact on your part of the project or your goals, 
you can bet that it will seem more important to you than 
the stuff that affects other people in the group. The best 
way to keep the right perspective is to keep everybody on 
the team evaluating risks based on how they affect the 
overall project goals. If everyone focuses on the effect 
each risk will have on your project's constraints, risks will 
get ranked in the order that is best for everybody. 



Qj 



Where do the categories come from? 



r\. You can create categories however you want. 
Usually, people categorize risks in ways that help them 
come up with response strategies. Some people use 
project phase. That way, they can come up with a risk 
mitigation plan for each phase of a project, and they 
can cut down on the information they need to manage 
throughout. Some people like to use the source of the risk 
as a category. If you do that, you can find mitigation plans 
that can help you deal with each source separately. That 
might come in handy if you are dealing with a bunch of 
different contractors or suppliers and you want to manage 
the risks associated with each separately. 



Q; 



How do I know if I've got all the risks? 



r\. Unfortunately, you never know the answer to that 
one. That's why it's important to keep monitoring your 
risk register throughout the project. It's important that you 
are constantly updating it and that you never let it sit and 
collect dust. You should be looking for risks throughout all 
phases of your project, not just when you're starting out. 



V£/ I'm still not clear on the difference between 
Delphi and brainstorming. 

r\. It's easy to get those two confused because both 
are about people sitting and thinking of risks. Delphi is a 
technique where you ask experts (which may or may not 
be team members) to give their opinion anonymously, and 
then you evaluate those opinions. Brainstorming is just you 
and your team sitting in a room thinking of risks. 

V^/ What's the point in even tracking low-priority 
risks? Why have a watchlist at all? 

r\. Actually, watchlists are just a list of all of the risks 
that you want to monitor as the project goes on. You might 
be watching them to see if conditions change and make 
them more likely to happen. By keeping a watchlist, you 
make sure that all of the risks that seem low priority when 
you are doing your analysis get caught before they cause 
serious damage if they become more likely later in the 
project. 

The conditions that cause a risk are called triggers. So, 
say you have a plan set up to deal with storms, and you 
know that you might track a trigger for lightning damage, 
such as a thunderstorm. If there's no thunderstorm, it's 
really unlikely that you will see lightning damage, but once 
the storm has started, the chance for the risk to occur 
skyrockets. 

VL- I still don't get the difference between priority 
and urgency. 

r\. Priority tells you how important a risk is, while 
urgency tells you when you need to deal with it. Some 
risks could be high priority but low urgency, which means 
that they're really important, but not time-critical. For 
example, you might know that a certain supplier that 
provides critical equipment will go out of business in six 
months, and you absolutely need to find a new supplier. 
But you have six months to do it. Finding a new supplier 
is a high priority, because your project will fail if it's not 
taken care of. But it's not urgent- even if it takes you four 
months to find a new supplier, nothing bad will happen. 
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qualitative vs quantitative 



Qualitative vs. quantitative analysis 

Let's say you're a fitness trainer, and your specialty is helping 
millionaires get ready for major endurance trials. You get paid the 
same for each job, but the catch is that you only get paid if they 
succeed. Which of these clients would you take on? 



Running a Marathon 



vs. Climbing Mount Everest 



.« 



c 



One dient wants you -to help him 
Win so -tha-t he tav\ -finish a 
marathon. He doesn't have "to win, 
just jet to -the -finish line. 




Another dient wants you to help hi 



aet to the top o£ Mount t 
won t be satisfied unless he 



t Everest- He 
jets to 



the summit- 



/f^s much more likely that you can get even an 
out-qf -shape millionaire to finish a marathon 
than it is that you can get him to climb Mount 
Everest successfully. 

In fact, since the 1950s, 10,000 people have attempted 
to climb Mount Everest, and only 1,200 have succeeded. 
200 have died. Your qualitative analysis probably told 
you that the climbing project would be the riskier of the 
two. But having the numbers to back up that judgment 
is what quantitative analysis is all about. 
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Perform Quantitative Risk Analysis 

Once you've identified risks and ranked them according to the team's 
assessment, you need to take your analysis a little further and make 
sure that the numbers back you up. Sometimes you'll find that your 
initial assessment needs to be updated when you look into it further. 



project risk management 



^\WI^^^ Planning 
m process group 



,WC 




, s a* i«»?wt h> v»M#om 



analy** 
analyse 



Organizational 
Process Assets 



Risk Register 



Inputs 



i 



pt eCosi /r dSc ^k 



describe J,, 
risk, 



c fide PU 






Cost Management 
Plan 
Project Scope 
Statement 




Perform 

Quantitative Risk 

Analysis 




Risk Management 
Plan 




The tools £><r -this p*^ 

*«*« about jatteH^ data 

^da^^ittodcte^i^ 
Probability o( Hsks a^MTH^ 



□ 



Schedule 
Management Plan 



|E 11 IE 31 | 










Weather 


Uw 


Uw 












High 








"•=""" 








High 










Weather 


High 














low 












Human 


Low 


Medium 



Ov\tt you \rc done analyzing you 
update the v-isk v-ejister with 
the data you've jathev-ed- 




Risk Register Updates 
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get the facts 



First gather the data... 



Quantitative tools are broken down into three categories: the ones that 
help you get more information about risks, the ones that help you to 
analyze the information you have, and expert judgment to help you put 
it all together. The tools for gathering data focus on gathering numbers 
about the risks you have already identified and ranked. 



~f5»(s 



Interviewing 

Sometimes the best way to get hard data about your risks is to 
interview people who understand them. In a risk interview, you 
might focus on getting three-point cost estimates so that you can 
come up with a budget range that will help you mitigate risks later. 
Another good reason to interview is to establish ranges of probability 
and impact, and document the reasons for the estimates on both 
sides of the range. 




Probability distribution 

Sometimes taking a look at your time and cost estimate ranges in 
terms of their distribution will help you generate more data about 
them. You probably remember these distribution curves from your 
probability and statistics classes in school. Don't worry, you won't be 
asked to remember the formal definition of probability distributions 
or even to be able to create them. You just need to know that they 
are another way of gathering data for quantitative analysis. 



Beta Distribution Triangular Distribution 





Expert judgment 

It's always a good idea to contact the experts 
if you have access to them. People who have 
a good handle on statistics or risk analysis in 
general can be helpful when you are doing 
quantitative analysis. Also, it's great to hear 
from anybody who has a lot of experience 
with the kind of project you are creating, too. 




566 Chapter 11 



project risk management 



... then analyze it 



Now that you have all the data you can get about your risk register, it's 
time to analyze that information. Most of the tools for analyzing risk 
data are about figuring out how much the risk will end up costing you. 



~f5»(s 



Sensitivity analysis is all about looking at the effect one 
variable might have if you could completely isolate it. You might 
look at the cost of a windstorm on human safety, equipment loss, 
and tent stability without taking into account other issues that 
might accompany the windstorm (like rain damage or possible 
debris from nearby campsites). People generally use tornado 
diagrams to look at a project's sensitivity to just one risk factor. 



Tarn* do Ulbije 



■ ■ 



^0 "11 ljljf -: i. 



-n 



=l=i 



The -tornado diagram lets you look a-fc just one 
uncertain -fadx>\r while assuming -thai all other 
da-ta will stay where you expert i-t -to. 



Expected monetary value analysis lets you examine 

costs of all of the paths you might take through the project 
(depending on which risks occur) and assign a monetary value to 
each decision. So, if it costs $100 to survey the cliff and $20 to 
stake your tent, choosing to stake your tent after you've looked at 
the cliff has an expected monetary value of $120. 

The main method of Expected Monetary Value analysis you 
need to know for the test is Decision Tree Analysis. For 

decision tree analysis, you just diagram out all of the decisions 
you think you will need to make to deal with risks. Then you add 
up all that you would need to spend to make each decision. ^^ 

Well talk about 
-this in a fcoup le 
o-C pages- 

Modeling and distribution. It's also a good idea to run 
your project risks through modeling programs if you can. Monte 
Carlo analysis is one tool that can randomize the outcomes of 
your risks and the probabilities of them occurring to help you get 
a better sense of how to handle the risks you have identified. 

Monte Carlo analysis lets you vu» a lot <* 
simulations to tome up with data about 
what dould happen on your project 




Quantitative analysis means taking 
measurements a^d <Wmg up with exa*t 
numbers to des^ibe your risks. 





^ This is the same 
te^hni^ue you learned 
about ba^k i* Chapter A. 
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what's it worth? 



Calculate the Expected Monetary Value of your risks 

Okay, so you know the probability and impact of each risk. How does 
that really help you plan? Well, it turns out that if you have good numbers 
for those things, you can actually figure out how much those risks are 
going to cost your project. You can do that by calculating the Expected 
Monetary Value (or EMV) of each risk: 



Ms 



Start with the probability and impact of each risk. 



{~ 






Risk | Probability | Impact 


High winds 


35% 


cost $48 to replace equipment 


Mudslide 


5% 


lose $750 in damage costs 


Wind generator is usable 


15% 


save $800 in battery costs 


Truck rental unavailable 


10% 


cost $350 for last-minute rental 



s 



^J Take the first risk and multiply the probability by the impact. For opportunities, 
use a positive cost. For threats, use a negative one. Then do the same for the 
rest of the risks. 



High winds: $W x -$48 * -$1 6.S0 



*TJ£fo ^ Mudslide: W x -$750 -?37Sj 
tt^i Wihd aerator: 1 W ^S00> $1 20.00 
'ml "iii- Truck rcMta,; 1 0% x '$ m s ~^ 5 ' 00 



The wihd genera-tor risk is a» 
opportunity because you'll save 
•»o*ey i-f it happens. So when you 
do the BMV takula-fcioh, you use 
a positive number £>r -the impact 



^J Now that you've calculated the EMV for each of the risks, you can add 
them up to find the total EMV for all of them. 

EMV * -$1 6.S0 * -$3750 ♦ $1 20.00 ♦ -$35.00 * -$50.70 

I* vo« add iiono h> the Udyt _J/i 
then "A should be e»o«»$h *» a " ow,t 
•for these visks. 
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harpen your pencil 



You'll need to know how to do EMV calculations for the test. Give 
them a shot now — they're pretty easy once you get the hang of 
them. 



Take a look at this table of risks. 



~ ~ ^M^M - ~ ~ "~ "^■^■ —— 


Risk | Probability | Impact 


Navigation equipment failure 


15% 


costs $300 due to getting lost 


Unseasonably warm weather 


8% 


saves $500 in excavation costs 


Wild animals eat rations 


10% 


costs $1 00 for replacements 



1 . Calculate the EMV for each of these three risks. 



2. If these are the only risks on the project, calculate the total EMV. 



3. The latest weather report came out, and there is now a 20% chance of unseasonably 
warm weather. What's the new EMV for the project? 



4. Now the cost of replacement rations goes up to $1 50. What's the new EMV for the 
project? 



i^swersonpage590. 
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cost of choices 



Periston tree analysis uses EMV to help you make choices 



"H§ 



There's another way to do EMV — you can do it visually using something 
called a decision tree. This decision tree shows the hidden costs of 
whether or not you buy a heavier tent. The tent is more expensive — it 
costs $350, while the lighter tent costs $130. But the heavier tent has better 
protection against the wind, so if there are high winds, your equipment 
isn't damaged. 

The national weather 
service says there's a 
&% ftharte o-P high winds, 
which man -them's a 
Wo thaue of low winds. 



|s it worth spends 
foo o* a heavier tent, 
rather than jttO on 
•the lighter one 



l-P you buy a heavy tent, then it protects 
your equipment better, but it'll tost more. 
You -figure that i-f there arc high winds, 
you'll lose fm worth of equipment with a 
light tent, but only f+Q worth i-f you have 
a heavy one. I-f ^here art low winds, then 
you lUnly lose f/5 worth with a light tent 
ay\d flO worth with a heavy tent 

V 



High Winds 
-$48 



□ EMV = 35% x -$48 

-$16.80 

T 

These £osts art lower 
bedause the heavy tent 
gives you more protection 
against the wind 

EMV = 65% x -$10 
-$6.50 




Each of the -four brandhes o* this decision tree 
has its own EMV 7 . This branch shows you what 
ha ?? ens when you don't buy the heavier ( tent Z»d 
the high winds occur. The tent ^Uj^hdd 
the EMV U high winds, which is V*h % ij^r 
h>ll 55. So the total Cost for this branch »s fl*0 
+ f^.55 =, fatt.55 

What's the EMV - or how much it's likely to cost you - of choosing the heavier tent? 

I-f we add the EMV -for high winds plus tK ^EM\7 -for low winS^to the 
Cost o-f the tent> we'll -figure out the Veal" Los\Tof choosmg^he heavier 
tent- So that's -\mo + -?o.50 + -frso - -frllZO. 

Compare that with the EMV of choosing the lighter tent. Which decision makes sense? tosi IS s\q g Q ( ^ s . »,. 
We tav\ do the sa**c thing -for the bottom two branches o-f the tree- The -the other BMV calculations 

"Cheaper" tent Costs -*\lO + -/»*.55 + -ft.75 - ^7330. So it's &% * -i\ - ^ >%)> 

actually more expensive.' 



This is just the E/W o-f the 
low wihds i-f you buy -the 
heavier -tent The probability 
of low winds is &%, a*d ^e 
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ExeitctSe 



Looking at the decision tree on the facing page, see if you can figure out the 
expected monetary value depending on the decisions the team makes. 

f ttmt- P^ure o»i i\\t now Z-MV (or tat\> bra*dh- 
^ — i\\ai will -tell you \( -the decision makes st*st- 

1. You hear a weather report that says there's now a 45% chance of high winds. Does it still make sense 
to buy the heavier tent? 



2. If you don't buy the heavier tent, then yoidjave room to take along a wind generator that can power 
your equipment, and that will save you($l,10thn portable batteries if there's a heavy wind. If there's 
still a 45% chance of high winds, does imfflifiake sense to buy the heavier tent? 



i^iswersonpage591. 



This is a* opporW.iy. S \i should 
^*J>Omfc value when you do 



Si; I still don't get this Monte Carlo 
stuff. What's the deal? 

r\. All you really need to know about 
Monte Carlo analysis for the test is that it's 
a way that you can model out random data 
using software. In real life, though, it's a 
really cool way of trying to see what could 
happen on your project if risks do occur. 
Sometimes modeling out the data you 
already have about your project helps you to 
better see the real impact of a risk if it 
did happen. 

SL* I can figure out how much the 
risk costs using E MV, or I can do it with 
Decision Tree Analysis. Why do I need 
two ways to do this? 



thereiare no 

Dumb Questions 

r\. That's a good question. If you take a 
really careful look at how you do Decision 
Tree Analysis, you might notice something... 
it's actually doing exactly the same thing as 
EMV. It turns out that those two techniques 
are really similar, except that EMV does it 
using numbers and Decision Tree Analysis 
spells out the same calculation using 
a picture. 

\K I understand that EMV and decision 
trees are related, but I still don't exactly 
see how. 

r\. It turns out that there are a lot of EMV 

techniques, and decision tree analysis is just 
one of them. But it's the one you need to 
know for the test, because it's the one that 



helps you make decisions by figuring out 
the EMV for each option. You can bet that 
you'll see a question or two that asks you 
to calculate the EMV for a project based on 
decision tree like the one on the facing page. 
As long as you remember that risks are 
negative numbers and that opportunities are 
positive ones, you should do fine. 

VL« So are both quantitative analysis 
and qualitative analysis really just 
concerned with figuring out the impact 
of risks? 

r\. That's right. Qualitative analysis 
focuses on the impact as the team judges it 
in planning. Quantitative analysis focuses on 
getting the hard numbers to back up 
those judgments. 
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more register updates 



Update the risk register based on your 
quantitative analysis results 

When you've finished gathering data about the risks, you change your 
priorities, urgency ratings and categories (if necessary), and you update 
your risk register. Sometimes modeling out your potential responses to 
risk helps you to find a more effective way to deal with them. 



Analysis showed us -that this 
y,ould fee the most eiqpensive 
risk i«C it were to o^uir. So 

it y>t u? yaded to a hi^h 

priority- 



Outputs 




Identified 
Risks 



Landslide 
caused by loose 
gravel and dirt 
on the nearby 
mountain 



High winds 
can lead to cliff 
disaster 



Truck rental is 
unavailable 



Storms 
predicted 
through the first 
two weeks of 
project schedule 
time 



Supply shortage 
if we don't 
accurately 
predict food 
needs 



If someone gets 
sick, it could 
be a problem 
getting medical 
| care 



Potential 
Response 



Put up barrier or 
dig trench 



Reinforce tent 
stakes; obtain 
weatherproof 
equipment 



Pay to reserve 
equipment 
at a second 
company 



Create reserves 
to account for 
time lost due to 
storms 



Root Cause 



Geological data 
review found 
loose topsoil 
nearby 



National weather 
service predicts 
35% chance of 
high winds 



Category 



Natural 



Priority 



(High) 



Natural 



Higher than 
expected 
demand for 
equipment this 
season 



El Nino weather 
pattern 



Equipment 



Urgency 



Medium 



High 



High 



Natural 



Bring a doctor 
with us on the 
project 



Nearest store is 
30 miles away 



Nearest hospital 
is 50 miles away 



Equipment 



Medium 



High 



Medium 



Low 



Low 



Human 



Low 
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This one yt downgraded when quantitative 
analysis showed that it was not very likely to 
happen on suth a short-term project 



project risk management 



«4 



BULLET POINTS: AIMING FOR THE EXAM 



The main output of all of the Risk Management planning processes is an updated risk register. 

The first step in risk management is Identify Risks, where you work with the whole team to figure out 
what risks could affect your project. 

Qualitative and quantitative analysis are all about ranking risks based on their probability and impact. 

Qualitative analysis is where you take the categories in your risk plan and assign them to each of the 
risks that you've identified. 

Quantitative analysis focuses on gathering numbers to help evaluate risks and make the best 
decisions about how to handle them. 

Decision Tree Analysis is one kind of Expected Monetary Value analysis. It focuses on adding up 
all of the costs of a decisions being made on a project so that you can see the overall value of risk 
responses. 

To calculate EMV, be sure to treat all negative risks as negative numbers and all opportunities as 

positive ones. Then add up all of the numbers on your decision tree. 

Don't forget watchlists. They let you monitor lower-priority risks so that you can see if triggers for those 
risks occur and you need to treat them as higher priorities. 

All of the processes in Risk Management are Planning or Monitoring & Controlling processes. 

There are no Executing processes here. Since the goal is to plan for risks, there is no need to focus on 
actually doing the work. By then, it's too late to plan for risks. 



Your risk register should include 
both threats and op portunities* 
Opportunities have positive impact 
values, while threats have ne gative 
ones. Don t forget the plus 
or minus sign when youVe 
calculating EMV. 




ftlVfcM 



How would you handle the risks 
listed in the risk register so far? 
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planning risk responses 

How do you respond to a risk? 

After all that analysis, it's time to figure out what you're going to do if a 
risk occurs. Maybe you'll be able to keep a reserve of money to handle 
the cost of the most likely risks. Maybe there's some planning you can do 
from the beginning to be sure that you avoid it. You might even find a way 
to transfer some of the risk with an insurance policy. 

However you decide to deal with each individual risk, you'll update your 
risk responses in the risk register to show your decisions when you're done. 
When you're done with Plan Risk Responses, you should be able to 
tell your change control board what your response plans are and who will 
be in charge of them so they can use them to evaluate changes. 







Planning 
process gfroup 



Plan Risk 
Responses 

Plan Risk Responses 
is figuring out what 
you'll do if risks 
nat>t>en. 
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It isn't always so bad 



Remember the strategies for handling negative risks — avoid, mitigate, 
transfer, and accept — from earlier? Well, there are strategies for handling 
positive risks, too. The difference is that strategies for positive risks 

are all about how you can try to get the most out of them. The strategies for 
handling negative and positive risks are the tools and techniques for the Plan 
Risk Responses process. 



~]©«l§ 



Exploit 

This is when you do everything you can to make 
sure that you take advantage of an opportunity. 
You could assign your best resources to it. Or 
you could allocate more than enough funds to 
be sure that you get the most out of it. 

Enhance 

This is when you try to make the opportunity 
more probable by influencing its triggers. If 
getting a picture of a rare bird is important, 
then you might bring more food that it's 
attracted to. 



The sbraicyes for negative risks 
arc also tools f tetUi^ues for iWis 
yrotcss. TheyVe the o*es you already 
leaded-* avoid, mitigate, ira*sfcr, a*d 
auc?t Mtcyiauc is a tedh^ue for 
both negative and positive v-isks. 



Share 

Sometimes it's harder to take advantage of an 
opportunity on your own. Then you might call 
in another company to share in it with you. 



Accept 

Just like accepting a negative risk, sometimes an 
opportunity just falls in your lap. The best thing 
to do in that case is to just accept it! 



Response planning can even find more risks 



Secondary risks are risks that come from 
a response you have to another risk. If you dig 
a trench to stop landslides from taking out your 
camp, it's possible for someone to fall into the 
trench and get hurt. 



Residual Risks are those that remain after 
your risk responses have been implemented. So 
even though you reinforce your tent stakes and 
get weatherproof gear, there's still a chance 
that winds could destroy your camp if they are 
strong enough. 



I get it. So, I have to go back and analyze 
secondary risks. But residual risks just sit 
there, so I can deal with them later. 
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which response strategy? 

Which risk response technique is being used in these situations? Match each technique to its scenario. 




Mitigate 



Avoid 



§We 



Enhance 



If the weather's good, then there's a chance you could see a meteor 
shower. If the team gets a photo that wins the meteor photo contest, 
you can get extra funding. You have your team stay up all night with 
their telescopes and cameras ready. 



You hear that it's going to rain for the first three days of your trip, so 
you bring waterproof tents and indoor projects for the team to work 
on in the meantime. 



/Vccept You read that there's a major bear problem in the spring on the cliff 

where you are planning to work. You change your project start date to 
happen in the fall. 



Ttcins¥©T On your way up the cliff, you meet another team that is looking to 

survey the area. You offer to do half of the surveying work while they 
do the other half and then trade your findings with one another. 



Exploit There's a high probability of water damage to some of your 

equipment, so you buy insurance to avoid losses. 



There's always the chance that someone could make a mistake and 
fall off the cliff. No matter how much you plan for the unexpected, 
sometimes mistakes happen. 



About 10 years ago a really rare bird, the black- throated blue warbler, 
was seen on this cliff. If you could get a picture of it, it would be 
worth a lot of money. So, you bring special seeds that you have read 
are really attractive to this bird, and you set up lookout points around 
the cliff with cameras ready to get the shot. 



j^iSwersonpage592. 
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Add risk responses to the register 

It's time to add — you guessed it — more updates to the risk register. All of your 
risk responses will be tracked through change control. Changes that you need 
to make to the plan will get evaluated based on your risk responses, too. It's 
even possible that some of your risk responses will need to be added into your 
contract. 



Outputs 




Every risk needs -fco 
have one person who 
owns -the response 
pldh. 




Response Root Cause I Risk yf Cat Priority Urgency 

Strategy \Owner | | 




During 
Plan Risk 
Responses, 
the -team 
agreed 
b> buy 
insurance 
•for -this one- 



Sometimes you'll need b> thany the 
dontratt b> atdouni &>v risks. 
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Project 

Management Plan Updates 
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This is a 
secondary v-isk 
that is caused by 
•the response "to 
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Risk-related 
contract decisions 
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don't let "risk" become a four letter word! 




RisK Management -€xpQt«i 

This week's interview: 

Stick figure who hangs out on cliffs 



Head First: We've seen you hanging out on cliffs 
for a while now. Apparently, you've also been paying 
people to stand on the cliff for you, or getting a 
friend to hold a trampoline at the foot of the cliff; 
we've even seen you jump off of it. So now that I've 
finally got a chance to interview you, I want to ask 
the question at the top of everyone's mind: "Are you 
insane? Why do you spend so much time up there?" 

Stick Figure: First off, let me dispel a few myths 
that are flying around out there about me. I'm not 
crazy, and I'm not trying to get myself killed! Before 
Risk Management entered my life I, like you, would 
never have dreamed of doing this kind of thing. 

Head First: Okay but I'm a little skeptical about 
your so-called "Risk Management." Are you trying 
to say that because of Risk Management you don't 
have to worry about the obvious dangers of being up 
there? 

Stick Figure: No. Of course not! That's not the 
point at all. Risk Management means you sit down 
and make a list of all of the things that could go 
wrong. (And even all the things that could go right.) 
Then you really try to think of the best way to deal 
with anything unexpected. 

Head First: So you're doing this Risk Management 
stuff to make it less dangerous for you? 

Stick Figure: Yes, exactly! By the time I'm standing 
up there on that cliff, I've really thought my way 
through pretty much everything that might happen 
up there. I've thought through it both qualitatively 
and quantitatively. 



Head First: Quantitatively? 

Stick Figure: Yes. You don't think I'd go up there 
without knowing the wind speed, do you? Chance 
of landslides? Storms? The weight of everything 
I'm carrying? How likely I am to fall in weather 
conditions? I think about all of that and I measure 
it. Then I sit down and come up with risk response 
strategies. 

Head First: OK, so you have strategies. Then 
what? 

Stick Figure: Then I constantly monitor my risks 
while I'm on the cliff. If anything changes, I check to 
see if it might trigger any of the risks I've come up 
with. Sometimes I even discover new risks while I'm 
up there. When I do, I just add them to the list and 
work on coming up with responses for them. 

Head First: I see. So you're constantly updating 
your list of risks. 

Stick Figure: Yes! We call it a risk register. 

Whenever I have new information, I put it there. 
It means that I can actually hang out on these cliffs 
with a lot of confidence. Because, while you can't 
guarantee that nothing will go wrong, you can be 
prepared for whatever comes your way. 

Head First: That's a lot of work. Does it really 
make a difference? 

Stick Figure: Absolutely! I'd never be able to sleep 
at night knowing that I could fall off the cliff at any 
time. But I've planned for the risks, and I've taken 
steps to stay safe. . . and I sleep like a baby. 
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You can't plan for every risk 
at the start of the project 

Even the best planning can't predict 
everything — there's always a chance that 
a new risk could crop up that you hadn't 
thought about. That's why you need to 
constantly monitor how your project is 
doing compared to your risk register. If a 
new risk happens, you have a good chance 
of catching it before it causes serious 
trouble. When it comes to risk, the earlier 
you can react, the better for everybody. 
And that's what the Monitor and 
Control Risks process is all about. 




Monitoring 
fr Controlling 
process group 
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control your risks 



Monitor and Control Risks is another change control process 

Risk responses are treated just like changes. You monitor the project in every 
status meeting to see how the risks in the risk register are affecting it. If you need 
to implement a risk response, you take it to your change control board because it 
amounts to a change that will affect your project constraints. 



Aahi ho V<x»v ?to* « sm S th ' 




Project 
Management Plan 



Work Performance 
Information 
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Performance 
Reports 



Risk monitoring 
should be done 
at every status 
meeting. 
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How to control your risks 



Controlling risks means keeping your finger on the pulse of the project. If you 
are constantly reviewing all of the data your project is producing, you will be able 
to react quickly if a new risk is uncovered, or if it looks like one of your response 
strategies needs to spring into action. Without careful monitoring, even your best 
plans won't get implemented in time to save your project if a risk happens. 



~]©«l§ 



Risk reassessment 

You should have some regularly scheduled reassessment meetings 
to go over all of the information you have to date and see if your 
risk register still holds true. In a reassessment, your main goal is to 
find any new risks that have come up. That's why it's important to 
re-assess your risk register every so often, and be sure that all of the 
risks in it are still the right ones. 




Variance and trend analysis 

Comparing the actual project performance to the plan is a great 
way to tell if a risk might be happening. If you find that you're 
significantly over budget or behind schedule, a risk could have 
cropped up that you didn't take into account. Looking for trends in 
your defects or schedule variance, for example, might show patterns 
that indicate that risks have occurred before you would have found 
that out on your own. 




1985 1990 1995 2000 2005 2010 



Reserve analysis 

Just like you keep running tabs on your budget, you should always 
know how much money you have set aside for risk response. As you 
spend it, you should be sure to subtract it so you know if you have 
enough to cover all of your remaining risks. If you start to see that 
your reserves are running low and there are still a lot of risks being 
identified, you might be in trouble. Keeping tabs on your reserve 
means that you will always know if you need to reserve more funds 
or make different choices about how to handle risks as they come up. 



Sometimes this kind of reserve is tailed 
a u tofttm$eftdy"-betause its «*se is 
tortm^t on a tevtam risk haft-em^- 
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risk monitoring 



More risk monitoring and control techniques 



There are just a few more tools in the Monitor and Control Risks 

process. They're all focused on finding new risks if they crop up, dealing with 
changes to the risks you've already planned for, and responding quickly to 
risks you know how to handle. 



Risk audits are when you have an outside party come 
in and take a look at your risk response strategies to judge 
how effective they are. Sometimes risk audits will point 
out better ways of handling a specific risk so that you can 
change your response strategy going forward. 



AudrUs Will also look ah Vw»» 
£ov risk flawn'ma ave- 



Technical performance measurement means 

comparing the performance of your project with its planned 
performance. So if you expected to hit a specific milestone, you 
could check performance information on your product at that time 
to see if it measured up to the plan. If not, that might indicate that 
there are risks you didn't plan for. 



~f5»(s 



Never stop looking 
lor new risks and 
adapting your 
strategies lor 
dealing with them. 




Status meetings are the most important way to keep the 
team up to date on risk planning — so important that they should 
happen throughout the entire project. The more you talk 
about risks with the team, the better. Every single status meeting 
should have risk review on the agenda. Status meetings are a really 
important way of noticing when things might go wrong, and of 
making sure that you implement your response strategy in time. 
It's also possible that you could come across a new opportunity by 
talking to the team. 
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ExeitctSe 



Here are some risk monitoring and control activities. Can you determine which 
of the tools is being used in each one? 



1. At every milestone, you do a new round of Identify 
Risks and make sure that the risks in your risk 
register still apply to the project. 

Reassessment Audit 

Technical Performance Measurement 
Trend Analysis Reserve Analysis 

2. You check to make sure that you have all of the 
features developed in your project that you had 
planned when you reach the "feature complete" 
milestone. When you find that you are missing one 
of the planned features, you realize that a new risk 
has shown up-you missed one of the required 
features in your functional specification. 

Reassessment Audit 

Technical Performance Measurement 
Trend Analysis Reserve Analysis 

3. You take a look at the number of defects you have 
found in your project per phase and find that it 

is higher in your project than it has been in most 
other projects that the company is doing. You dig 
a little deeper and find some previously unplanned 
risks that have been causing trouble on your 
project. 

Reassessment Audit 

Technical Performance Measurement 
Trend Analysis Reserve Analysis 



4. Your company sends a risk expert in to take a look 
at your risk response strategies. She finds that 
you are missing a few secondary risks that might 
be caused by the responses you have planned. 
So you update your risk register to include the 
secondary risks. 

Reassessment Audit 

Technical Performance Measurement 
Trend Analysis Reserve Analysis 

5 You decide to implement a risk response that costs 
$4,000. You check to make sure that you have 
enough money to cover the rest of the risks that 
might happen from here on out in the project. 

Reassessment Audit 

Technical Performance Measurement 
Trend Analysis Reserve Analysis 
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prepare for the unknown 



VL« Why do I need to ask about risks at 
every status meeting? 

r\. Because a risk could crop up at any 
time, and you need to be prepared. The 
better you prepare for risks, the more secure 
your project is against the unknown. That's 
also why the triggers and watchlists are 
really important. When you meet with your 
team, you should figure out if a trigger for a 
risk response has happened. And you should 
check your watchlist to make sure none of 
your low-priority risks have materialized. 

For the test, you need to know that status 
meetings aren't just a place for you to sit 
and ask each member of your team to tell 
you their status. Instead, you use them to 
figure out decisions that need to be made to 
keep the project on track or to head off any 
problems that might be coming up. In your 
status meetings, you need to discuss all of 
the issues that involve the whole team and 
come up with solutions to any new problems 
you encounter. So, it makes sense that you 
would use your status meetings to talk about 
your risk register and make sure that it is 
always up to date with the latest information. 



% 



I still don't get trend analysis. How 
does it help me find risks? 

r\. It's easy to miss risks in your 
project- sometimes all the meetings in the 
world won't help your team see some of 
them. That's why a tool like trend analysis 
can be really useful. Remember the control 
chart from the Quality Management chapter? 
This is really similar, and it's just as valuable. 
It's just a way to see if things are happening 
that you did not plan for. 



tWeiare no 

Dumb Questions 

VL # Hey, didn't you talk about risks 
back in the Time Management chapter 
too? 

r\. Wow- it's great that you remembered 
that! The main thing to remember about risks 
from Chapter 6 is that having a very long 
critical path or, even worse, multiple critical 
paths means you have a riskier project. The 
riskiest is when all of the activities are on the 
critical path. That means that a delay to even 
one activity can derail your whole project. 

Q^ Shouldn't I ask the sponsor about 
risks to the project? 

r\. Actually the best people to ask about 
risks is the project team itself. The sponsor 
knows why the project is needed and how 
much money is available for it, but from 
there, it's really up to the team to manage 
risks. Since you are the ones doing the work, 
it makes sense that you would have a better 
idea of what has gone wrong on similar 
projects and what might go wrong on this 
one. Identify Risks, Analysis, and Response 
Planning are some of the most valuable 
contributions the team makes to the project. 
They can be the difference between making 
the sponsor happy and having to do a lot of 
apologizing. 
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Why do we do risk audits? 



r\. Risk audits are when you have 
someone from outside your project come in 
and review your risk register- your risks and 
your risk responses-to make sure you got 
it right. The reason we do it is because risks 
are so important that getting a new set of 
eyes on them is worth the time. 



V</ Hold on, didn't we already talk 
about reserves way back in Cost Control? 
Why is it coming up here? 

r\. That's right, back in Chapter 7 we 
talked about a management reserve, which 
is money set aside to handle any unknown 
costs that come up on the project. That's 
a different kind of reserve than the one for 
controlling risks. The kind of reserve used 
for risks is called a contingency reserve, 
because its use is contingent on a risk 
actually materializing. 

Project managers sometimes talk about both 
kinds of reserves together, because they 
both have to show up on the same budget. 
When they do, you'll sometimes hear talk of 
"known unknowns" and "unknown unknowns." 
The management reserve is for unknown 
unknowns-things that you haven't planned 
for but could impact your project. The 
contingency reserve is for known unknowns, 
or risks that you know about and explicitly 
planned for and put in your risk register. 



Tke tetter you 
prepare lor risks, 
tke more secure 
your project 
is against tke 
unknown. 
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Sharpen your pencil 




By now, you know what comes out of a typical Monitoring & 
Controlling process. Draw in the missing outputs for Monitor and 
Control Risks. 



Outputs 
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monitoring and controlling 



Sharpen your pencil 
Solution 




By now, you know what comes out of a typical Monitoring & 
Controlling process. Draw in the missing outputs for Monitor and 
Control Risks. 



Outputs 
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Risk monitoring and 
control is exactly 
like the otker change 
control processes. 
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a-f-tcv sprayi*3 a bear m the -fade and the* ju»f "1^3 off of a diff . But it seems -to work/ 
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Question Clinic: The "WhicMs-NOT" Question 





iV 



You'll see some questions on the exam that list inputs, 
outputs, tools, or concepts and ask you to determine which one of them is 
not part of the group. Usually, you can figure them out by going through the 
answer choices one by one and eliminating the one that doesn't belong. 



This is the one with 
-tornado diagrams, It's got 
h> be pari o+ the ^v-oup. 



This one is definitely a quantitative 
analysis te£hni<\ue. Multiplying 
probability with the value Jc positive 
a*d negative outcomes Jc the project 
is all about putting numbers to risk. 



Remember reading something 
about Monte Carlo bad in Time 
Management? It might be right.. 
Hght? But wait, it's also a tool £>r 
using random numbers io model out 
possible risks on the project It's 
definitely part o( quantitative 
analysis. 



D's definitely the right answer- It's about 
numbers, but it isn't LonLecntA with 
assigning numbers to the risk- It s about 
keeping tabs on the Contingency reserve 
when risks materialize so it's a Monitoring 
f Controlling process. This has to be it' 
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Take your time and think your way through 
it. All of them will have something in common but 
one. As long as you remember the group you're 
fitting them into, you won't have any trouble. 



-V 





Take your time 

answering 

Which-is-NOT 

questions 

m 



i 



A^ 



-V 



-V 



-V 



REAP 




UBS 



Fill in the blanks to come up with your own "Which-is-Not" question! 



Which of the following is NOT a ? 



(}i^ii{, ©nffuf , fe©|, ©r fr©cess jp{ }s jn && gr^uf ) 



(jnptf, ©u^u{, fe©], d>r fSceSs gS{ }s }n f^e gr^uf) 




(jnfuf , ©u^uf , fee], ©r p&cess pf fs jn p gr^uf ) 



(P fighf Sw) 



u 



3oin the ftead first IWP community at http://www.headfirstlabs.com/PMP 
Ifou can add your Head Libs answer, and see what ftead Libs other project managers 
came up with! 
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Sharpen your pencil 
Solution 



Take a look at this table of risks. 



You'll need to know how to do EMV calculations for the test. Give 
them a shot now — they're pretty easy once you get the hang of 
them. 



~ ~ ^M^M - ~ ~ "~ "^■^■ —— 


Risk | Probability | Impact 


Navigation equipment failure 


15% 


costs $300 due to getting lost 


Unseasonably warm weather 


8% 


save $500 in excavation costs 


Wild animals eat rations 


10% 


costs $1 00 for replacements 



1 . Calculate the EMV for each of these three risks. 



Navigation equipment failure: 1 5£ x -$ 300 s -$4500 zwt 4^ h> use a 
Unseasonably warm weather: %% {£mj* $40 jM - ^ iiive valwe hev " e be£ause 
Wild animals eat rations: 1 0£ x -$1 00 a -$1 0.00 



j-t's a» oppor^hi-ty, ho-fc a 
ibrcai- 



2. If these are the only risks on the project, calculate the total EMV. 

Total EMV * ^45.00 * 540.00 * -$1 0.00 * -$1 5.00 



You yt the -botal £MV 
by adding *? the EMV 7 
-fov- tBt\\ v-'isk. 



3. The latest weather report came out, and there is now a 20% chance of unseasonably 

warm weather. What's the new EMV for the project? The fcMV ' 

j^^ »ow positive, 

Unseasonably warm weather: 20£ x $500 s $1 00.00 / whi<th ? e »* &< 

(L. P^ieet should 

the new total EMV * -545.00 * $1 00.00 * -$1 0.00 * $45.00 ^ '«* ft* 

you o\riji h a||y 

tudgc-tcd. 

4. Now the cost of replacement rations goes up to $1 50. What's the new EMV for the 

project? 

Wild animals eat rations: 1 0£ x -$1 50 s -$1 5.00 

The new total EMV * -$45.00 * $1 00.00 ♦ -$1 5.00 * 640.00 
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WW the probability o-P high 
winds thawed 4x> +5%, then the 
probability o£ low winds also 
thawed* -to 55%. 




Exe&ctSe 



Looking at the decision tree on the fac 
expected monetary value depending on 



1. You hear a weather report that says there's now a 45 
to buy the heavier tent? 

EMV of choosing the heavier tent: -9350 plus 
EMV of choosing the lighter tent: -SI 30 plus 
It still makes stmt to choose the heavier tent 




make sense 

I* -$37710 
S1SH-SS6710 



2. If you don't buy the heavier tent, then you have room to take along a wind generator that can power 
your equipment, and that will save you $1,100 in portable batteries if there's a heavy wind. If there's 
still a 45% chance of high winds, does it still make sense to buy the heavier tent? 

EMV of choosing the heavier tent: -$350 plus (4S£ x -448) plus (55% x -SI 0) * -S3771 

EMV of choosing the lighter tent: -51 30 plus (A5% x^l47)*lus (55% x -51 5) * -S72.1 

Now it makes stmt to choose the lighter tent. 




So where did this fHl Umt W Well rf 
there's a heavy wind, then the generator W 
this mfe a, o ff oM You'" still see f^ m 
e^ent da-ay, but that's offset by the 
f| 100 m savins % stable batteries. That 
? uts you ahead by fHVbut only rf there s a 
heavy wind' 
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Which risk response technique is being used in these situations? Match each technique to its scenario. 



Mitigate 




If the weather's good, then there's a chance you could see a meteor 
shower. If the team gets a photo that wins the meteor photo contest, 
you can get extra funding. You have your team stay up all night with 
their telescopes and cameras ready. 



You hear that it's going to rain for the first three days of your trip, so 
you bring waterproof tents and indoor projects for the team to work 
on in the meantime. 



You read that there's a major bear problem in the spring on the cliff 
where you are planning to work. You change your project start date to 
happen in the fall. 



On your way up the cliff, you meet another team that is looking to 
survey the area. You offer to do half of the surveying work while they 
do the other half and then trade your findings with one another. 



There's a high probability of water damage to some of your 
equipment, so you buy insurance to avoid losses. 



There's always the chance that someone could make a mistake and 
fall off the cliff. No matter how much you plan for the unexpected, 
sometimes mistakes happen. 



Enhance 



About 10 years ago a really rare bird, the black- throated blue warbler, 
was seen on this cliff. If you could get a picture of it, it would be 
worth a lot of money. So, you bring special seeds that you have read 
are really attractive to this bird, and you set up lookout points around 
the cliff with cameras ready to get the shot. 
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1. The project manager for a construction project discovers that the local city council may 
change the building code to allow adjoining properties to combine their sewage systems. 
She knows that a competitor is about to break ground in the adjacent lot and contacts him to 
discuss the possibility of having both projects save costs by building a sewage system for 
the two projects. 

This is an example of which strategy? 

A. Mitigate 

B. Share 

C. Accept 

D. Exploit 

2. Which of the following is NOT a risk response technique? 

A. Exploit 

B. Transfer 

C. Mitigate 

D. Confront 

3. You are using an RBS to manage your risk categories. What process are you performing? 

A. Plan Risk Management 

B. Identify Risks 

C. Perform Qualitative Risk Analysis 

D. Perform Quantitative Risk Analysis 

4. Which of the following is used to monitor low-priority risks? 

A. Triggers 

B. Watchlists 

C. Probability and Impact Matrix 

D. Monte Carlo analysis 
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5. You're managing a construction project. There's a 30% chance that weather will cause a 
three-day delay, costing $12,000. There's also a 20% chance that the price of your building 
materials will drop, which will save $5,000. Whafs the total EMV for both of these? 

A. -$3,600 

B. $1,000 

C. -$2,600 

D. $4,600 

6. J oe is the project manager of a large software project. When if s time to identify risks on 
his project, he contacts a team of experts and has them all come up with a list and send it in 
anonymously. What technique is J oe using? 

A. SWOT 

B. Ishikawa diagramming 

C. Delphi 

D. Brainstorming 

7. Susan is project manager on a construction project. When she hears that her project has 
run into a snag due to weeks of bad weather on the job site, she says "No problem, we have 
insurance that covers cost overruns due to weather." What risk response strategy did she 
use? 

A. Exploit 

B. Transfer 

C. Mitigate 

D. Avoid 

8. You're performing Identify Risks on a software project. Two of your team members have 
spent half of the meeting arguing about whether or not a particular risk is likely to happen 
on the project. You decide to table the discussion, but you're concerned that your team's 
motivation is at risk. The next item on the agenda is an discussion of a potential opportunity 
on the project in which you may be able to purchase a component for much less than it 
would cost to build. 

Which of the following is NOT a valid way to respond to an opportunity? 

A. Exploit 

B. Transfer 

C. Share 

D. Enhance 
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9. Risks that are caused by the response to another risk are called 

A. Residual risks 

B. Secondary risks 

C. Cumulative risks 

D. Mitigated risks 

10. Whafs the main output of the Risk Management processes? 

A. The Risk Management Plan 

B. The Risk Breakdown Structure 

C. Work Performance Information 

D. The Risk Register 

11. Tom is a project manager for an accounting project. His company wants to streamline its 
payroll system. The project is intended to reduce errors in the accounts payable system and 
has a 70% chance of saving the company $200,000 over the next year. It has a 30% chance of 
costing the company $100,000. 

Whafs the project's EMV? 

A. $170,000 

B. $110,000 

C. $200,000 

D. $100,000 

12. Whafs the difference between management reserves and contingency reserves? 

A. Management reserves are used to handle known unknowns, while contingency reserves 
are used to handle unknown unknowns 

B. Management reserves are used to handle unknown unknowns, while contingency reserves 
are used to handle known unknowns 

C. Management reserves are used to handle high-priority risks, while contingency reserves 
are used to handle low-priority risks 

D. Management reserves are used to handle low-priority risks, while contingency reserves are 
used to handle high-priority risks 
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13. How often should a project manager discuss risks with the team? 

A. At every milestone 

B. Everyday 

C. Twice 

D. At every status meeting 

14. Which of the following should NOT be in the risk register? 

A. Watchlists of low-priority risks 

B. Relative ranking of project risks 

C. Root causes of each risk 

D. Probability and impact matrix 

15. Which of the following is NOT true about risk management? 

A. The project manager is the only person responsible for identifying risks 

B. All known risks should be added to the risk register 

C. Risks should be discussed at every team meeting 

D. Risks should be analyzed for impact and priority 

16. You're managing a project to remodel a kitchen. You find out from your supplier that there's a 
50% chance that the model of oven that you planned to use may be discontinued, and you'll have 
to go with one that costs $650 more. What's the EMV of that risk? 

A. $650 

B. -$650 

C. $325 

D. -$325 

17. Which risk analysis tool is used to model your risks by running simulations that calculate 
random outcomes and probabilities? 

A. Monte Carlo analysis 

B. Sensitivity analysis 

C. EMV analysis 

D. Delphi technique 
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18. A construction project manager has a meeting with the team foreman, who tells him that 
there's a good chance that a general strike will delay the project. They brainstorm to try to find a 
way to handle it, but in the end decide that if there's a strike, there is no useful way to minimize 
the impact to the project. This is an example of which risk response strategy? 

A. Mitigate 

B. Avoid 

C. Transfer 

D. Accept 

19. You're managing a project to fulfill a military contract. Your project team is assembled, and 
work has begun. Your government project officer informs you that a supplier that you depend 
on has lost the contract to supply a critical part. You consult your risk register and discover that 
you did not plan for this. What's the BEST way to handle this situation? 

A. Consult the probability and impact matrix 

B. Perform Quantitative and Perform Qualitative Risk Analysis 

C. Recommend preventive actions 

D. Look for a new supplier for the part 

20. Which of the following BEST describes risk audits? 

A. The project manager reviews each risk on the risk register with the team 

B. A senior manager audits your work and decides whether you're doing a good job 

C. An external auditor reviews the risk response strategies for each risk 

D. An external auditor reviews the project work to make sure the team isn't introducing new risk 
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1. Answer: B 

Sharing is when a project manager figures out a way to use an opportunity to help not just her project but 
another project or person as well. r— , ... 

v^— — |Vs okay -to shave a» oflwWly *»th a 

dompctftov-^^at's a win-Vm situation- 

2. Answer: D 

Confronting is a conflict resolution technique. 

2. Which of the following is NOT a risk response technique? 

A. Exploit 




3. Answer: A 



^^ /<* car, exploit opposite, rf they *»* up. 
&ve, positive visb have risk "Wieth^es. 



You use an RBS to figure out and organize your risk categories even before you start to identify them. Then 
you decompose the categories into individual risks as part of Identify Risks. 



4. Answer: B 

Your risk register should include watchlists of low-priority risks, and you should review those risks at every 
status meeting to make sure that none of them have occurred. 



5. Answer: C 

The expected monetary value (or E M V) of the weather risk is the probability (30%) times the cost ($12,000), 
but don't forget that since it's a risk, that number should be negative. So its EMV is 30% x -$12,000 =-$3,600. 
The building materials opportunity has an EMV of 20% x $5,000 = $1 ,000. Add them up and you get -$3,600 + 
$1,000 =-$2,600. 



When you're calculating EMV, negative 
risks give you negative numbers. 



Make i-t £tidk* ftfi« mi 
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6. Answer: C 

Using the Delphi technique, experts supply their opinions of risks for your project anonymously so that they 
each get a chance to think about the project without influencing each other. 



6. J oe is the project manager of a large software project. When it's time to identify risks on 
his project, he contacts a team of experts and has them all come up with a list and send it in 
anonymously. What technique is J oe using? 

/^~^\ Common *n t Wou | d k|| you ^^ 

D. Brainstorming ^ J 1 ,s " ™ dhSv ^. Bui bv-aihsW m a 

^t have to be ahohyw.ous. So, 
'tsgotto be Delphi. 
7. Answer: B 

Susan bought an insurance policy to cover cost overruns due to weather. She transferred the risk from her 
company to the insurance company. 



mT 



Wbw, did you see that hu$e ved hevvmj? 
8. Answer: B 



You wouldn't want to transfer an opportunity to someone else! You always want to find a way to use that 
opportunity for the good of the project. That's why the response strategies for opportunities are all about 
figuring out ways to use the opportunity to improve your project (or another, in the case of sharing). 



9. Answer: B 

A secondary risk is a risk that could happen because of your response to another risk. 

10. Answer: D 

The processes of Risk Management are organized around creating or updating the Risk Register. 

The key to this o*e is ho member that the 
^^ *o*ey the project makes is positive, a»& the 

11. Answer: B ^ — 7 ^ -» ^ is ^aW 

$200,000 x 0.70 = $140,000 savings, and $100,000 x 0.30 = -$30,000 expenses. Add them together and 
you get $110,000. 
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12. Answer: B 

Contingency reserves calculate during Perform Quantitative Risk Analysis based on the risks you've identified. 
You can think of a risk as a "known unknown"-an uncertain event that you know about, but which may 
not happen-and you can add contingency reserves to your budget in order to handle them. Management 
reserves are part of Cost Management- you use them to build a reserve into your budget for any unknown 
events that happen. r^ 

^That's «Vw rt's useful to %*c out the 
tNWl &r a v-isk-so you k*oy, \*m b»3 your 
kmtmfte**/ reserve should be 

13. Answer: D 

R isk monitoring and response is so important that you should go through your risk register at every status 
meeting! 



14. Answer: D 

The probability and impact matrix is a tool that you use to analyze risks. You might find it in your project 
management plan, but it's not included in the risk register. 



15. Answer: A 

It's really important that you get the entire team involved in Plan Risk Responses. The more people who look 
for risks, the more likely it is that you'll find the ones that will actually occur on your project. 



16. Answer: D 

Even though this looks a little wordy, it's just another EMV question. The probability of the risk is 50%, and the 
cost is -$650, so multiply the two and you get -$325. 



17. Answer: A 

This is just the definition of Monte Carlo analysis. That's where you use a computer simulation to see what 
different random probability and impact values do to your project. 
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18. Answer: D 

There are some risks that you just can't do anything about. When that happens, you have to accept them. But 
at least you can warn your stakeholders about the risk, so nobody is caught off guard. 



19. Answer: D 



You've got an unplanned event that's happened on your 
project. Is that a risk? No. It's a project problem, and 
you need to solve that problem. Your probability and 
impact matrix won't help, because the probability of this 
happening is 100% — it's already happened. No amount 
of risk planning will prevent or mitigate the risk. And 
there's no sense in trying to take preventive actions, 
because there's no way you can prevent it. So the best 
you can do is start looking for a new part supplier. 



I see— this wasn't a risk at all, 
it was just a problem that came 
up during the project. I bet better 
risk planning might have helped the 
team prepare for this! 



20. Answer: C 

It's a good idea to bring in someone from outside of your project to 
review your risks. The auditor can make sure that each risk response 
is appropriate and really addresses the root causes of each risk. 
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Getting some help 




Some jobs are just too big for your company to do on its 

OWn. Even when the job isn't too big, it may just be that you don't have the expertise 
or equipment to do it. When that happens, you need to use Procurement Management 
to find another company to do the work for you. If you find the right seller, choose the 
right kind of relationship, and make sure that the goals of the contract are met, you'll 
get the job done, and your project will be a success. 



this is a new chapter 603 



kate's company needs help 

Victim of her own success 

Kate's last project went really well. In fact, maybe a little too well. The company's 
customer base grew so much that now the IT department's technical support staff 
is overwhelmed. Customers who call up looking for technical support have to 
spend a long time on hold, and that's not good for the company. 



Your estimated hold time is 37 
minutes. Your call is important to 
us. Please continue to hold. <Click> 
Your estimated hold time is... 



W Ctaftw 2-? 
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Calling m the cavalry 




We've got a new project for you, 
Kate. We figure it's going to take about 18 
months to ramp up the new tech support call 
center. Can you handle it? 



Kate: No problem. The hard part will be figuring out how to 
manage the transition. Are we going to try to expand the team 
immediately, or call in a supplier to help us out? 

Ben: Whoa, hold on there! Is going outside the company even 
an option? 

Kate: Look, our tech support team is already at full capacity, and 
it'll take months to upgrade the facilities to handle more people... 
not to mention hire and train up the staff. We may be able to 
handle it ourselves, but there's a good chance that the easiest way 
to get the job done is to go outside our company to find a vendor 
to do the work. 

Ben: But isn't it kind of risky thinking about working with 
another company? I mean, what if they go out of business during 
our project? Or what if they cost too much? 

Kate: Well, we'll need to make sure that we answer those 
questions. But this isn't the first time our company's brought on a 
contractor like this. The legal department has done this kind of 
thing before. I'll set up a meeting with somebody over there and 
see if they can help us out. 

Ben: Okay, you can follow up on that. But I'm still not sure 
about this. 



Sometimes you need to hire an outside company to do 
some of your project work. Tkat's called procurement. 
and tke outside company is called tke seller^ 
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but i'm not a lawyer 



Wait a minute. I'm 
not a lawyer. Why should 
I have to know a bunch of 
details about contracting? 




You need to be involved because it's your 
project, and yoiSre responsible for it. 

One of the most common mistakes people make on 
the exam (and in real life) is to assume that if another 
company is selling products or services for your project 
and they don't deliver, it's not your problem. After all, 
you've got a contract with the company, right? So if they 
don't deliver, they won't get paid. 

Well, it's not that simple. Yes, there are plenty of sellers 
who fail to deliver on their contracts. But for each seller 
that doesn't deliver, there's a frustrated project manager 
whose project ran into trouble because of it. That's 
why a lot of the Procurement Management tools and 
techniques are focused on selecting the right seller and 
communicating exactly what you'll need to the people 
doing the work. 




Watch it! 



The PMP® exam is based on contracting 
laws and customs in the United States. 



Are you used to working in a country that ISN'T the 
U.S. ? Then you should be especially careful about 
these processes. You may be used to working with 
contracts in a way that isn't exactly the same as how they'll work 
on the exam questions. Luckily the U.S. government publishes 
a lot of information on contracting at http://www.acquisition. gov/. 
Take a look at the site if you want a little more background. 
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Contract Process Magnets 



There are four Procurement Management processes. They're pretty easy to understand— 
you can probably guess which ones are which from their descriptions. Connect the 
description of each process with its name, and then try to guess which process group it's in. 



Descriptions of each process 



Process names 



Process groups 



Plan out what you'll purchase, and how 
and when you will need the contracts to 
be negotiated for your project. 



Decide on the seller (or sellers) you are 
going to work with, and finalize and sign 
the contract. 



Keep tabs on the contract. Make sure 
your company is getting what you 
paid for. 



Confirm that the work was done right 
and that all obligations are fulfilled on 
both sides. 




Administer 
Pr °curements 



Monitoring & 
Controlling 
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Contract Process Magnets Solutions 

There are four Procurement Management processes. They're pretty easy to understand— 
you can probably guess which ones are which from their descriptions. Connect the 
description of each process with its name, and then try to guess which process group it's in. 



Descriptions of each process 



Process names 



Process groups 



Plan out what you'll purchase, and how 
and when you will need the contracts to 
be negotiated for your project. 




Planning 



Decide on the seller (or sellers) you are 
going to work with, and finalize and sign 
the contract. 



Conduct 
procurements 



Executing 



Keep tabs on the contract. Make sure 
your company is getting what you 
paid for. 



Administer 
Procurements 




Monitoring & 
Controlling 



Confirm that the work was done right 

and that all obligations are fulfilled o: 

both sides. 

' L his P^" 5 '« -for ^aki^ 
<*a»9« h> the towtratt 

*'th the S el|«.' s work. 



Close Procurements 



Closing 
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Ask the legal expert 





Kate: Thanks for coming by, Steve. We're looking for a contractor to 
handle tech support while we bring on more people in our call center. 
How do we normally handle this stuff? 

Steve: Here's how it usually works. I'll actually write the contract 
and do the negotiation. But before I do that, I'll need to sit down with 
you to understand what the contract has to accomplish. 

Kate: So I'm not involved at all? 

Steve: Oh, you're definitely involved. You need to help with the 
negotiations, because you're the only person who really understands 
what we're trying to accomplish with the contract. 

Kate: Okay, that makes sense. So when do we get started? 

Steve: Well, not so fast. We need to be really sure that the way 
we pick our vendors is absolutely fair. We've got some company 
guidelines that you'll need to follow. And once we've got the contract 
signed and the work is underway, we'll need to meet to make sure 
the contract is really being followed. And if there's a problem and we 
need to negotiate a change to the contract, you'll need me to do it. 

Kate: Okay, I can handle that. So should I start working on 
something to send out to sellers? 

Steve: Not quite. Before we even get started with all of that, are you 
sure we really need to contract this work? 







What should Kate do to figure out if it's really a good idea to contract the work? 
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Anatomy of a contract 

Procurement is pretty intuitive, and the four Procurement Management processes follow a 
really sensible order. First you plan what you need to contract; then you plan how you'll do it. Next, 
you send out your contract requirements to sellers. They bid for the chance to work with you. You 
pick the best one, and then you sign the contract with them. Once the work begins, you monitor it 
to make sure the contract is being followed. When the work is done, you close out the contract and 
fill out all the paperwork. 




Planning 
process group 



These ave -the seven "*»" 
deliverables 70U need to do 





Source 

Selection 

Criteria 




Project 
Management Plan 



Contract 

■•*-*■■« a* tte* """ST* 

Presses ttaj you usc fe 
those deliverables. 

Plan Procurements Here's where you take a close 
look at your needs, to be sure that you really need to 
create a contract. You figure out what kinds of contracts 
make sense for your project, and you try to define all of 
the parts of your project that will be contracted out. 

You'll need to plan out each individual contract for the 
project work and work out how you'll manage it. That 
means figuring out what metrics it will need to meet to be 
considered successful, how you'll pick a seller, and how 
you'll administer the contract once the work is happening. 



£& 



xecutingf 

process 

group 




^ 



1 



Selected 
Sellers 



Contract 



Conduct Procurements 

This process is all about getting the word 
out to potential contract partners about the 
project and how they can help you. You hold 
bidder conferences and find qualified 
sellers that can do the work. 

Next, you evaluate all of the responses to your 
procurement documents and find the seller 
that suits your needs the best. When you find 
them, you sign the contract, and then the work 
can begin. 
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You can have several contracts for a single project 

The first Procurement Management process is Plan Procurements. It's a 

familiar planning process, and you use it to plan out all of your procurement 
activities for the project. The other three processes are done for every 
contract. Here's an example. Say you're managing a construction project, 
and you've got one contract with an electrician and another one with a 
plumber. That means you'll go through those three processes two separate 
times, once for each contractor. 





Monitoring 
& Controlling 
process group 




Closing 
process 
group 



□ 

Contract 

Management 

Plan 




Closed 
Procurements 



Administer Procurements 

When the contract is underway, 
you stay on top of the work 
and make sure the contract is 
adhered to. You monitor what 
the contractor is producing and 
make sure everything is running 
smoothly. Occasionally, you'll 
need to make changes to the 
contract. Here's where you'll find 
and request those changes. 



Close Procurements 

When the work is done, 
you'll close your contract 
out. You'll make sure that 
the product that is produced 
meets the criteria for the 
contract, and that the 
contractor gets paid. 
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plan your procurement 



Start with a plan for the whole project 

You need to think about all of the work that you will contract out for 
your project before you do anything else. The Plan Procurements 
process is all about figuring that out, and writing up a plan for how 
you'll do it. 



m proce 



Planning 
process group 




Vow Cost performance baseline and 
your schedule play a bi 9 pa ^ - m j^ 

you plan out your procurement 



Inputs 





^A These are partnership 

1 1 d <*»>»c»k that describe the 

1 relationship between a buyer 

^* ahd * sellev when they've 

Teaming *«rkih3 together as a tea*. 
Agreenents 



Schedule 
Cost Performance 

Baseline /our Scope Baseline and 

^-Ke«\uirer»ents Document tell 



(■ y°" a lot about the work 
\/ you need to do and how this 
Contract will -fit i h to it 





Vou nee d to Consider the level <J 
expertise your Company has with the 
product or work you're thinking <J 
Contracting, as well as the job and 
Contracting markets you operate in 



BSJ* 



Enterprise 
Environmental Factors 



Requirements 
Documents 



t" 



Make or buy analysis means figuring out 

whether or not you should be contracting the work 
or doing it yourself. It could also mean deciding 
whether to build your own solution to your problem 
or buy one that is already available. Most of the same 
factors that help you make every other major project 
decision will help you with this one. How much does 
it cost to build it versus buy it? How will this decision 
affect the scope of your project? How about your 
project schedule? Do you have time to do the work 
and still meet your commitments? As you plan out 
what you will and won't contract, you need to have 
thought through your reasoning pretty carefully. 

There are some resources (like heavy equipment) 
that your company can buy, rent, or lease depending 
on the situation. You'll need to examine leasing 
versus buying costs and determine the best way to go 
forward. 



Contracting adds a* 

extra dimension ok risk 
to youv- project because 
youv- seller will have 
di-Pferent management 
and policies. So managing 
risks is especially ^ 

important.' 




LJ— LJ 









There av-e -Pour other inpu-ts: 
risk -related Contracts decisions, 
activity-related v-esouv-£e 
requirements, activity Cost 

estimates, Br\d Organizational 

Process Assets, lake a minute BY\d 

think about how you d \aSC them. 



Risk Register 
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Th'»s plan will have: 

tte planned deliver dates for tte work or p-dutts you 

ave tontrattin^ 
9 the 6on, ? any' s standard doduments you W.ll use 
9 the *«tr*t types you ? U We, and any ■*** . tt* 

V,|| be used to ■*■« «ke to^spk^ 
9 any tonsWts «■ assu^s you need to b~ *~l all 
Ae *«fcr*b you ? U to *e*fce far you, project 




Procurement 
Management Plan 



ExpGtt J udgment means asking someone who's made 
the same kind of decision before to help you look at all 
the information you have for your project and make the 
right decision. Experts can be really helpful in evaluating 
technology, or providing insight into how your work might 
be done in different sourcing scenarios. 

Contract types. You should know a little bit about the 
major kinds of contracts available to you so that you choose 
the one that creates the most fair and workable deal for 
you and the contractor. Some contracts are Fixed Price: 
no matter how much time or effort goes into them, you 
always pay the same. Some are Cost Reimbursable — 
sometimes called Cost Plus — where the seller charges you 
for the cost of doing the work plus some fee or rate. The 
third major kind of contract is Time and Materials. 
That's where the buyer pays a rate for the time spent 
working on the project and also pays for all of the materials 
used to do the work. 



These contract types will show 

T<*^P/WP«a*.B«t don't 
w*nr X you don't &el like you 
9 et then, yet We'll spend plenty 
°+ time on then, a little latev in 
this chapter. 



Outputs 




Change 
Requests 




This is just a list of 
■the work -that will 
be £ontra*fced. This 
statement of work will 
be giv Ch h> potential 
Contracting partners latev. 




Procurement 

Statement of 

Work 



After doing y 0U r make 
or buy analysis, y ou write 
down what you learned 
so that other people 
understand your rationale. 



You II use this output to 
help you find the sellers 
that will do the work. 



/-^ s= 




Make or Buy 
Decisions 



3 



Procurement 
Documents 



And you'll use this one io 
help you figure out which 
seller you want to hire. 




Source 

Selection 

Criteria 
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make or buy? 





Because sometimes it's not worth having your 
team do part of the job. 

If your company needed to renovate your office, would you hire 
the carpenter, electrician, and builders? Would you buy the power 
tools, cement mixer, trucks, and ladders? Of course not. You'd 
hire a contractor to do the work, because it would cost too much 
to buy all that stuff for one job, and you wouldn't want to hire 
people just for the job and then fire them when it was done. Well, 
the same goes for a lot of jobs on your projects. You don't always 
want to have your company buildeyerything. There are a lot of 
jobs where you want to hire ^euer\ 



/T\ There are a lot o-P words 
tot -the £or*j>ahy youVe 
V hirtnj: £o*tra*tor, tohsulta»t, 

\^_ external £or»f>a*y... but 
""-for the PMP exam, you'll 
typically see the tev-r* "seller." 




It's natural to feel a little nervous 
about this contracting stuff. 

A lot of project managers have only 
ever worked with teams inside their own 
companies. All this talk of contracts, lawyers, proposals, 
bids, and conferences can be intimidating if you've never 
seen it before. But don't worry. Managing a project with a 
contractor is really similar to managing one that uses your 
company's employees. There are just a few new tools and 
techniques that you need to learn. . . but they're not hard, 
and you'll definitely get the hang of them really quickly. 



wse U Wte* a tof* a«d a * e Her* a 
-notased stake '•» ^ wU ° 




Teaming 
Agreenents 
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Make or Buy Magnets 



This really '* * 0>N a '°^ 



Figure out whether or not Kate and Ben should contract out the tech °$ people handle r»ak 
support work by organizing these facts about the project into make buy defcis'ions--loo m^ 
or buy columns. The first few have been done for you. (^ all oA* "the m«rorw»ation 

you nave &>v the project 
and usm5 »t to determine 
whether the &frts line u\> 
under "Make" or "Buy." 



Make 



Training the contractor's 
employees will be less 
valuable because we won't be 
able to use their knowledge 
when the contract is up 



B 



UJ 



The next big product 
release is 6 months away 



] 



We think the procurement 
process will take around 3 
months, and ramping up staff 
in the call center will take 
8 months. 



It might be hard to control 
quality of the contractor's work. 



The contract team can have a staff 
trained and ready within a month 
from the signed contract. 



The cost for equipment and training 
for a 10-person team is around 
$50,000. Contracts could be drawn 
upto cut that cost down a lot. 



-ning 1 
Lwn I 

_J 



Our estimate is that xt will 
cost around $30,000 per month 
to hire an additional 10 
people and reduce wait time 
to 10 minutes per call. The 
cheapest contract for this is 
around $40,000 per month. 



Contracting companies who 
in tech support have ac" 
of information and best 



specialize 
s to a lot 
~. -... v , „,« LJ .un cum oest practices that 
could make the project go more smoothly 



n 

that I 
)thly. I 
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making a good decision 




Make or Buy Magnets Solutions 

Figure out whether or not Kate and Ben should contract out the tech 
support work by organizing these facts about the project into make 
or buy columns. The first few have been done for you. 



Make 



able to supped even more Customers 
with a new product in h months i{ 
they do, -t have -the sta^ the,. 



It might be hard to control 
quality of the contractor's work. 



"bur estimate is that it wxll 
cost around $30,000 per month 
to hire an additional 10 
people and reduce wait time 
to 10 minutes per call. The 
cheapest contract for this is 
around $40,000 per month- 



Training the contractor's 
employees will be less 
valuable because we won't be 
able to use their knowledge 
when the contract is up 




Buy 



The next big product 
release is 6 months away. 



We think the procurement 
process will take around 3 
months and ramping up staff 
in the call center will take 
8 months. 



The cost for equipment and training 
for a 10-person team is around 
$50,000. Contracts could be drawn 
up to cut that cost down a lot. 



The contract team can have a staff 
trained and ready within a month 
from the signed contract. 



Contracting companies who specialize 
in tech support have access to a lot 
of information and best practices that 
could make the project go more smoothly 



Eve* though the statf tosU * 
be higher wi th the £ontra*tor, 

^thavm 9 topay^e n uipr,e,t 
a*d training £<>uld offset the 
higher labor tosi. 



Sometimes dontrattors dan bring 
their expertise -from running 
lots o-f similar projects and make 
everything r\*v\ more smoothly than 
it would i* you do it yourself. 
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The decision is made 



Doing make or buy analysis just means understanding the reasons for 
the contract and deciding whether or not to contract out the work. Once 
you've done that, if you still think contracting is an option, then you should 
have a good idea of what you need to get out of the contracting process. 
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pick the right contract 

\\ you v/arrt "to see a really thorough overview o-P 
«f r . . "the di-Ckvwt types <*P demiv-ad-ts, dhedk out the 

TYPGS Ot COWtraCTS W.S. Federal A<> is '.tio* Rejulatio* v/eb site: 

,.,,., ! , , ^iif : //>w>wy/.adquisi-tio^.ftov/-fav/ 

It s a good idea to know a little bit about the most commonly used ^ 

contract types. They can help you come up with a contract that 
will give both you and the seller the best chance of success. 

Some PMP e*3r» questions mtylrt just 
£\x,»A ^\«» a/w**.^*«I»a . v*&r b> a ^"tradt type by its adiro»yr» 

Fixed price contracts ^ (R > CP ^ c ^ ) 



Fixed price(iFP}j&gQns that you are going to pay one amount regardless of how much it costs the 
contractor to do mework. A fixed price contract only makes sense in cases where the scope is very well known. 
If there are any changes to the amount of work to be done, the seller doesn't get paid any more to do it. 

Fixed price plus incentive fee (FPIF) means that you are going to pay a fixed price for the 
contract and give a bonus based on some performance goal. You might set up a contract where the team gets 
a $50,000 bonus if they manage to deliver an acceptable product before the contracted date. If the fixed-price 
contract does not include a fee, it's often referred to as a firm fixed price (FFP) contract. 

Cost-reimbursable contracts Ve ^' i ^ ^ }*&* *> '««• ^* ^ y^ »>«<* ^t 

how-you II get a lot o^ petite with them throughout the dhapte* 
Costs plus fixed fee (CPFF) means what it says. You pay the seller back for the costs involved in 
doing the work, plus you agree to an amount that you will pay on top of that. 

Costs plus award fee (CPAF) is similar to the CPFF contract, except that instead of paying a fee on 
top of the costs, you agree to pay a fee based on the buyer's evaluation of the seller's performance. 

Costs plus incentive fee (CPIF) means you'll reimburse costs on the project and pay a fee if some 
performance goals are met. Kate could set up her project using this contract type by suggesting that the team 
will get a $50,000 bonus if they keep the average wait time for the calls down to seven minutes per customer 
for over a month. If she were on a CPIF contract, she would pay the team their costs for doing the work, and 
also the a $50,000 bonus when they met that goal. 

h lot of people say that the Tf/W to^ati is a lot like 
^- t iS^^tioj^ajos t-plus a»d lixed prite t o^ath 

Time and Materials / ftfi^f* r w **■ K^r^n* 

/ top o+ that you pay {or tests like i„ a Cost-plus to^hciti. 

Time and Materials (T&M) is usJa in labor contracts. It means that you will pay a rate for each of the 
people working on your project plus their materials costs. The "Time" part means that the buyer pays a fixed 
rate for labor — usually a certain number of dollars per hour. And the "Materials" part means that the buyer 
also pays for materials, equipment, office space, administrative overhead costs, and anything else that has to be 
paid for. The seller typically purchases those things and bills the buyer for them. This is a really good contract 
to use if you don't know exactly how long your contract will last, because it protects both the buyer and seller. 

Even it your project has several contracts, they don't all have to be 
the same type. That's why you need to administer each one separately. 
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harpen your pencil 



There are advantages and disadvantages to every kind of 
This is a "tough one— "take contract. Different kinds of contracts carry different risks to both 
youv- -time d*d -think about tne buyer anc ' se " er - Can y° u think of some of them? 
ea£h k'md o£ £oh-tra£-t. u , 

Firm fivPd nrir. (FFP1 L * * ^ T *»*"*<* <W* 

F.rm fixed pr.ee (FFP) have »u*h Hsk &r the buyer. 

Risks to the buyer 

Risks to the seller 



Fixed price plus incentive fee (FPIF) 

Risks to the buyer 

Risks to the seller 



Cost plus fixed fee (CPFF) 

Risks to the buyer 
Risks to the seller 



CPAF tonbratis av-e really risky -for -the seller, 
Cost plus award fee (CPAF) not "the buyer. Cd* you -figure oui why? 

Risks to the buyer 

Risks to the seller 



Cost plus incentive fee (CPIF) 

Risks to the buyer 

Risks to the seller 



Time and Materials (T&M) 

Risks to the buyer 

Risks to the seller 
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know your contracts 



r ftjjharpen your pencil 




1 Gil* There are advantages and disadvantages to every kind of 

OQIUIrlOn contract. Different kinds of contracts carry different risks to both 

the buyer and seller. Can you think of some of them? , ii ae 

There are a U of right answers-even rf yow , A Wd- ? riee ^ct to 

aren't here, it doesn't *«„ that ±l,C> * Y r~ a lot move ™ k ** 

Firm fixed price (FFP) -» t mean that they re wron 9 . ^ than the buyer. 

Risks to the buyer ^ e on ty ris ^ is 'f ^e seller doesn't deliver because of costs 
Risks to the seller UHexjwtfed costs cqujd be bigger than the contract Itself 



Fixed price plus incentive fee (FPIF) 

Risks to the buyer there's still not much risk to the buyer In fixed price contracts 
Risks to the seller ^e seller still has the same risks as W, but may make more 



CPFF Contracts have risks for both 
Cost plus fixed fee (CPFF) <^, the buyer and the seller. 

Risks to the buyer If t he costs are too high, the buyer will have to pay a lot more 
Risks to the seller A fixed fee on top of costs might wot be worth It for the seller 



CPAF Contracts are risky &r the sellers, bemuse th*-v 
Risks to the buyer. V^!^M}<tm}^.!^.1(?.M^/l^. 

Risks to the seller ^ ^e bo Y er de1 ' er * M ' ,ies th e se " er underperf ormed, they can withhold the fee 

Incentive fees are a really yod way to reduce the risk 



Cost plus incentive fee (CPIF) ^ to the buyer on a Cost-plus to»4 

There's still a risk of cost overruns, but It's wot as bad 



Risks to the buyer 

Risks to the seller t)?.?. !**?.?*? !.Y? f ce ! s . w ? goarawtccd, so It might not be p a j u 



A lot of Tf/H Contracts include a "Cost-not-to-exa ^" 
/—N Clause to make sure this doesn't happen, l-f the ContracT 
Time and Materials (T&M) ^ doesn't have this, it can jet really risky -for the buyer/ 

If costs are too high, the contract could get expensive 

Risks to the buyer 

The contract might not cover high overhead costs 

^.^..^..^^..^..^.^.^..^.^..^..^.y.^.^^^.. sa 

really good Choice i-P you don't know how lonj the job will last- 
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More about contracts 



There are just a few more things you need to know about any contract to do procurement work. 

Every contract needs to outline the work to be done and the payment for 
that work. 

• You might see an exam question that mentions "consideration" — that's just another word for the 
payment. 

• Remember in Risk Management how you used insurance to transfer risk to another company? You 
did that using a special kind of contract called an insurance policy. 

• You might get a question that asks abou t force majeure. This is a kind of clause that you'll see 
in a contract. It says that if something like a war, riot, or natural disaster happens, you're excused 
from the terms of the contract. 

Always pay attention to the point of total a ssumption . 

• The point of total assumption is the point at which the seller assumes the costs. In a fixed 
price contract, this is the point where the costs have gotten so large that the seller basically runs out 
of money from the contract and has to start paying the costs. 

You should always make sure both the buyer and seller are satisfied. 

• When you negotiate a contract, you should make sure that the buyer and the seller both feel 
comfortable with the terms of the contract. You don't want the people at the seller's company to 
feel like they got a raw deal — after all, you're depending on them to do good work for your project. 




You might see this kind ok question about whether -to make or buy. Wcrcs 
a chaste -to ctet a little v*ort vrathtc with making dontvadt decisions. 

en your pencil 



*P 



Kate has 18 months to build up the capacity her company needs 
to handle all the technical support calls. See if you can figure out 
whether it's a better deal for Kate to make or buy. 

1 . If they handle the extra work within the company instead of finding a seller, it will cost an extra $35,000 in 
overtime and $1 1,000 in training costs in total, on top of the $4,400 per person per month for the five-person team 
needed to do the extra support work. What's the total cost of for keeping the work within the company? 



2. Kate and Ben talked to a few companies and estimate that it will cost $20,000 per month to hire another company 
to do the work, but they'll also need to spend $44,000 in setup costs. What will contracting the work cost? 



3. So does it make more sense to make or buy? Why? 

► i^iswers on page 642. 
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how will you evaluate each seller? 



Figure out how you'll sort out potential sellers 

The two big outputs of Plan Procurement are the procurement documents and 
source selection criteria. The procurement documents are what you'll use to find 
potential sellers who want your business. The source selectrion criteria are what 
you'll use to figure out which sellers you want to use. 

There are a bunch of different documents you might want to 
send to sellers who want to bid on your work. 

You'll usually include the contract statement of work (SOW) so that sellers 
know exactly what work is involved. 



3 



Procurement 
Documents 



A bi$ f av-t o-f Pv-oduv-emen-t 
Management ,s ^ak'm^ suvc -that 
\>oi\\ -the buyev-s and sellers are 
•b-ea-bed -faiv-ly. Wrrlmj o»i sourde 
seledtion dv-rtev-ia be-forehand is a 
aood way to make suv-e eadh sellev- 
yb a -faiv- shake- 



^ 




Source 

Selection 

Criteria 



Y&u'd be ama^d at how 

^y sellers respond {o bids 
that they have *o business 
rcspohdihS {o. /ou de^miiely 
wd to r^ake sure ihe seller 
has the skill and *apartty t> 
do the work y ou need. 



An invitation for bid (IFB) is a document that tells sellers that you want them 
to submit proposals. You'll also hear of people using requests for information 
(RFI) and requests for proposals (RFP). 

There's another kind of invitation — an invitation for quote (IFQ). This is a 
way to tell sellers that you want them to give you a quote on a fixed-price contract 
to do the work. 

A purchase order is something you'll send out to a seller who you know that you 
want to work with. It's an agreement to pay for certain goods or services. 

In some cases you'll want to allow for more flexibility in your contract. If you're 
hiring a seller to build something for you that you've never built before, you'll often 
encourage them to help you set the scope instead of locking it down. 



Decide in advance on how you want to select the sellers. 

There are a lot of ways you can select a potential seller. Figuring out if a 
seller is appropriate for your work is something that takes a lot of talking and 
thinking — and there's no single, one-size-fits-all way of selecting sellers. But 
there are some things that you should definitely look for in any seller: 

Can the seller actually do the work you need done? 

How much will the seller charge? 

Can the seller cover any costs and expenses necessary to do the job? 

Are there subcontractors involved that you need to know about? 

Does the seller really understand everything in the SOW and contract? 

Is the seller's project management capability up to the task? 



You always put together procurement documents and source selection criteria 
kgjore you start talking to individual sellers wko want your business. 
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Contract Magnets 



Which of the magnets are part of the procurement documents, 
and which of them are part of the source selection criteria? 




Procurement 
Documents 



Get a financial statement 

tiitS" report and ver ^y 

J^Jheseller is insured 



Contract statement of work 



Meet with the project manager 
and review project processes 



Notification to sellers 
requesting a quotation 
for fixed price work 



Sam P le contract for review 



Go over final pricing 
plan and contract terms 



ns 



Request for proposals | 



Review the SOW with the seller 
to make sure it's understood 



i^Swersonpage643. 




Source 

Selection 

Criteria 
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get some practice 



% 



c* 



Here are some of the proposals that Kate is evaluating. Match each one up to the contract type that's 
most important for the proposal. 



The buyer will pay for the cost of phone service, rent 
on the facilities, and employees, plus an additional 
$2,500 per month. 



The buyer will pay the seller a total of $285,000 for 
18 months of technical support services. 



The buyer will pay for the cost of phone service 
and rent on the facilities, plus $4,500 per month for 
employees' time. Costs will not exceed $14,500 per 
month. 



The buyer will pay for the cost of phone service, rent 
on the facilities, and employees. An additional $2,750 
will be awarded each month that the seller provides 
an average of 1 issues resolved per person per day 
and an average wait time of under 3 minutes. 



The buyer will pay for the cost of phone service, rent 
on the facilities, and employees. An additional $5,000 
will be paid for exceptional performance. 



The buyer will pay the seller a total of $285,000 
for 18 months of technical support services. An 
additional $2,750 will be awarded each month that 
the seller provides an average of 1 issues resolved 
per person per day and an average wait time of 
under 3 minutes. 



FiX&d price 



Fixed price Incentive ¥ee 



C9St plus fixed ¥ee 



Cost plus Incentive ¥ee 



Cost plus award ¥ee 



Time and materials 



i^iswersonpage630. 
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fret in touch with potential sellers 

The next step in procurement is pretty straightforward. You use 
the Conduct Procurements process to, well, get the word 
out to sellers and see what kind of responses you get. Once you 
narrow down your list of sellers to a few who look like they might 
be good candidates, you evaluate all of their responses against 
your source selection critieria and choose the vendor you're going 
to work with. All that's left to do after that is to get it all on paper... 
and then you award the contract! 

Use outputs from the Plan Procurements process 
to find the right seller 

When you perform the Conduct Procurements process, you'll start with 
some of the outputs you created in Plan Procurements. Here's how 
you'll use them: 




Make or Buy 
Decisions 



The Make or Buy decisions you made 
will come in handy because they'll tell 
you what you need to find a contractor 
to help out with and what you'll do 
yourself. 



»; 



Procurement documents will have all of 
I the information that you'll actually give to 
I potential sellers to help them bid on your 
contract. Two of the most commonly 
Procurement useo ^ procurement documents are the RFI 
Documents and the RFP - 

RFI - Request for information 

documents are sent to potential sellers to 
ask for information about their capability 
to do the work. 

RFP - Request for Proposal is when 
you give a seller the opportunity to 
examine your procurement documents 
and write up a proposal of how they'd do 
the work. 




Source 

Selection 

Criteria 




Procurement 

Statement of 

Work 



Use the Source Selection Criteria to 
evaluate the sellers that respond to you. 
By evaluating all of your sellers using 
the same criteria, you'll be sure that 
you evaluate everyone fairly and find 
the right seller for your company. 



The procurement statement of work 
is where you write out all of the work 
that needs to be done by a contractor. 
It tells you the scope of the work that 
you're going to contract to another 
company. 
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choose the best seller 



Pick a partner 



You've figured out what services you want to procure, and you've gone out and 
found a list of potential sellers. Now it's time to choose one of them to do the 
project work — and that's exactly what you do in Conduct Procurements. 



^1 PkExt 



Executing 

process 

group 



Inputs 

H 




Procurement 
Documents 



Teaming 
Agreenents 





Source 

Selection 

Criteria 



Project 
Documents 





Qualified 
Seller List 



Seller 
Proposals 



^ 



s 



Internet Search 

Companies will often use an Internet search to get in idea of the price range for 
the things they'll need to buy as part of the proposal. The more complex the 
procurement process, though, the less helpful this tool is. 



Advertising 

Sometimes the best way to get in 
touch with sellers is to place an ad. 
Also, sometimes you are required 
to take out an ad (like for some 
government-funded projects) in 
order to give all sellers full notice. 



Bidder Conferences 

It's really important that you make 
sure all of the bidders can compete in 
a fair, unbiased way. And the best way 
to do that is to get them all in a room 
together, so that they can ask questions 
about your contract. That way you 
don't give any one seller an advantage 
by providing inside information that 
the other sellers don't have access to. 




Independent Estimates 

A lot of the time, you don't have the 
expertise in your company to figure 
out whether or not a seller is quoting 
you a fair price. That's why you'll 
often turn to a third party to come 
up with an estimate of what the 
work should cost. 



Expert J udgment 

Here's another case where it's really 
good to bring in someone from 
outside your project to help evaluate 
each proposal. You should bring 
in someone with a lot of specific 
expertise in the work being done to 
make sure the seller is up to the job. 



Organizational 
Process Assets 



Project 
Management Plan 



tie.. ^ l "~ l »»*»<W«itt 
Risk Register ^. — ' 
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The whole point o-p the 
Conduct P\roduV-crhCh"b 
prodess is, well, -to Cohdudt 
Plroduircmch-b... a*d hcv-c 

they are. Along with the 
tonkraii, this is the most 
i*fo\rtaht output o-P the 
process. 




\M 



1 



procurement management 



Finally/ Everyone's signed o* 
the dotted line, a*d you've 
jot you\r to*\brati. 




^ 



Selected Sellers 



Procurement Negotiation 

When you send out a package of procurement documents to a 
potential seller, it usually has some information about the contract 
you want to sign: the type of contract, some of the terms, maybe 
some rough calculations and estimates of the total costs, and 
other numbers. But not all sellers will want to sign that particular 
contract, even ones who you'll eventually want to work with. 
That's why you need to negotiate the terms of the contract. 

This is one of those times where your company's lawyers will 
probably do most of the talking — but that doesn't mean you're 
not a critical part of the process. Your job is to provide the 
expertise and in-depth understanding. After all, you're the one 
who understands your project and your project's needs better than 
anyone else. 

Proposal Evaluation Techniques 

You're going to have to work closely with the seller to figure out if 
their proposal really is appropriate for the work. You need to be 
very careful before you choose someone to do the work. That's 
what this tool is for — it's a kind of "catch-all" that's there to 
remind you that there's no single way to evaluate a proposal. You 
need to look at the whole picture — the seller, your needs, and the 
job- 



Procurement Contract Award 

|n the touvse <£ selefrU-j * sourte, Y°« 
n^nt fmd fcfc*** -<*at "«d *>* 
«,ade b> yo**- ««v»»«"»ts * othe,r 




ttlVfct* 



Outputs 



^ 



^v 



s 



*«*« son* ^ t„ e 
^He<r s resources " — 
available k you, you'll 
»«d this i„ ov-d^ k 
update you*- staff in, 
^na 9 e me nt Plan. 
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Project 

Document 

updates 
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Resource 
Calendars 



A»V We you do *ey>barti<ms, 

V ou usually e»d u ? matoi^ "mC 
7 ad\usW^^You, ? Us^o Y oul 

*eed fe use these &r dtf*fte dontrol. 




Change Project 
Requests Management Plan Updates 



When Kate selects a seller, she'll need to help her company's legal team negotiate the terms 
of the contract. Which type of contract do you think is right for Kate's project? 
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get some practice 



^Jharpen your pencil 



Kate is putting out an RFP to find a seller to provide technical 
support for her company. Can you figure out which Conduct 
Procurements tool she's using? 



1 . Kate checks works with her company's seller 

evaluation committee, which follows a documented, 
formal evaluation review process to determine which 
seller should be selected for the contract. 



2. Kate's contacts an IT trade journal and places a 
classified ad to try to find sellers. 



3. The CEO's brother-in-law runs a company that's 
bidding on the contract. Kate needs to make sure he 
gets fair — not preferential — treatment. She doesn't 
want to give him an unfair advantage, but she 
also doesn't want to exclude him from the bidding 
process. So she gathers representatives from all 
sellers into a room where they can ask questions 
about the contract out in the open and hear the 
responses to each question. 



4. Kate's company takes part in an equal-opportunity 
program in which seller companies owned by 
minorities must be given notice of any RFPs. She uses 
a web site approved by the program to find one. 
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VL- Do I always need to hold a bidder 
conference whenever I do procurement? 

r\. No, you don't always need a bidder 
conference. Sometimes your company has a 
preferred supplier who you always deal with, 
so you don't have to advertise for sellers. 
And sometimes there's a sole source for a 
particular service or part- there may only be 
one company that provides it. In that case, 
advertising and bidder conferences would be 
pointless. 

The bidder conference has two goals. The 
first is to make sure that you answer all of 
the questions from potential sellers. But the 
other is to make sure that all potential sellers 
are treated equally and have access to the 
same information. 

V^/ I'm still not clear on why I'd want to 
use a "cost plus" contract. 



-tWeiare no 

Dumb Questions 

r\. ne of the best reasons to use a cost 
plus contract is to make sure that the seller 
you're working with doesn't end up getting a 
raw deal. A fixed price contract can be pretty 
risky for a seller. When the seller uses a cost 
plus contract- like a cost plus incentive fee, 
or cost plus fixed fee- it means that there's 
a built-in guarantee that the seller won't 
have to swallow cost overruns. If you're 
reasonably certain that the costs can be 
contained, or if you set up a good incentive 
system, then a cost plus contract can be a 
really good one for making sure that both the 
buyer and seller are treated fairly. 

X/ Why all this talk about treating the 
seller fairly? I'm trying to get the best 
deal I can. Doesn't that mean I should try 
to get as many concessions from sellers 
as possible? 



r\. One of the most important parts of 
procurement is that both the buyer and 
seller should feel like they're getting a good 
deal. You should never expect a seller to 
"Rave to take on a bad contract. After all, 
you're depending on the seller to deliver a 
necessary piece of your project. That's why 
the goal in any procurement should always 
be for the buyer and seller to both feel like 
they were treated fairly. 



Q: 



What was that qualified seller list? 

r\. When you're conducting procurements, 
you need to actually find sellers to do the 
work. Many comapnies have a list of sellers 
who they consider qualified to work for them 
because of past project performance. You'll 
usually find a list like this on file, and that's 
what the qualified seller list is. 
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harpen your pencil 



Kate needs to use all of the tools and techniques in Conduct 
--m± Procurements. Which technique is Kate using in each of these 

scenarios? 

1 . This is the first time that Kate's company has contracted out technical support services, so she hires a 
consultant to help her and the legal team estimate a fair price for the contract. 



2. Kate sets up criteria for each seller. Before they can submit a bid, they must show that they have handled 
technical support contracts before and have facilities that can handle over 1 50 simultaneous calls. 



3. The CIO and the director of the IT department at Kate's company spent a lot of time setting up the company's 
existing technical support department, so Kate meets with them to get their technical opinions. 



4. Kate sent a notification out to all potential sellers who responded to her RFP informing them that she was 
calling a meeting with all of them. She made sure that all prospective sellers had a clear understanding of the 
work that needed to be done, and she answered all questions from each seller out in the open. 



5. Kate goes online to figure out the best price for a call center software system. She checks three or four 
different websites for companies to figure out the features that are most common in that kind of software, 
and how much it should cost. 



6. Kate and her company's legal team sit down with the sellers and work out the terms of the contract. There's a 
lot of back and forth, but they settle on an agreement that everyone is comfortable with. 
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exercise solutions 



% 



c» 



Here are some of the proposals that Kate is evaluating. Match each one up to the contract type that's 
most important for the proposal. 



The buyer will pay for the cost of phone service, rent 
on the facilities, and employees, plus an additional 

That* a Y\*t& *"> so,tsaur 



FlX&d price 



The buyer will pay the seller a total oJvJ|285,00CNjbr 
18 months of technical support services. 



N 



Si»de a preset pride will be paid, -this is a 
+ixed pride (or lump sum) dohtradt 

The buyer will pay for the cost of phone service 
and rent on the facilities, plus $4,500 per month for 
employees' time. Costs will not exc eed SI 4,500 per 
month. I s * 

A lot o-f TfM dontradts will have a w not-to- 
e*deed" clause to limit risk -for the buyer 

The buyer will pay for the cost of phone service, rent 
on the facilities, and employees. An additional $2,750 
will be awarded^aciimonth that the seller provides 
an average ofQO issues^esolved p er person per day 
and an average wait time of undef3 minuteSx 

/Uide how the motive -fee was t^tolpedi-fid 
quality measurements. That's a great way h> 
motivate the seller h> do a good job. 

The buyer will pay for the cost of phone service, rent 
on the facilities, and employees. An additional $5,000 
will be paid for exceptional performance. 
This is the same agreement -from the -fixed pride 
dontradt, but it's got the ihdentive -fee -from the 
CPIF dontradt- So it's -fixed pride mdentive -fee. <j 
The buyer will pay the seller a total of $285,000 J 
for 1 8 months of technical support services. An ^ 
additional $2,750 will be awarded each month that 
the seller provides an average of 10 issues resolved 
per person per day and an average wait time of 
under 3 minutes. 



FlX&d price IncentiVe ¥ee 



Cost plus fixed fee 



Cost plus Incentive ¥ee 



Cost plus award ¥ee 



Time and materials 
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Sharpen your pencil 

f l Kate needs to use all of the tools and techniques in Conduct 

|\ Solution Procurements. Which technique is Kate using in each of these 

scenarios? 



1 . This is the first time that Kate's company has contracted out technical support services, so she hires a 
consultant to help her and the legal team estimate a fair price for the contract. 

It's often hard to dome u ? with a W rri* yourself bettwe the 

Independent estimates «n. r need *. do that « -ft J- ** *£ ttHI t 



^ 



£ dVthe job. WWs Y ou don't have those skiljs in your to^f, 
tLh uJ he why you looked U a seller in the *«t fb*. 



2. Kate sets up criteria for each seller. Before they can submit a bid, they must show that they have handled 
technical support contracts before and have facilities that can handle over 1 50 simultaneous calls. 

_ , ,.,,,.. .^V^^-^Wialselle^it.akesthe 

Proposal evaluation techniques J ob °+ selefi tm 9 a seller a lot easier 



mques J OD< 



3. The CIO and the director of the IT department at Kate's company spent a lot of time setting up the company's 
existing technical support department, so Kate meets with them to get their technical opinions. 

fm..mm.. c^-£^^»^~$£ 



same tethni<\uTfc*?ert . 

opinion *rom someone outside your project 

4. Kate sent a notification out to all potential sellers who responded to her RFP informing them that she was 
calling a meeting with all of them. She made sure that all prospective sellers had a clear understanding of the 
work that needed to be done, and she answered all questions from each seller out in the open. 

bidder conferences 



5. Kate goes online to figure out the best price for a call center software system. She checks three or four 
different websites for companies to figure out the features that are most common in that kind of software, 
and how much it should cost. 



Internet Search 



6. Kate and her company's legal team sit down with the sellers and work out the terms of the contract. There's a 
lot of back and forth, but they settle on an agreement that everyone is comfortable with. 

Procurement neaotiations ^ ?"** -***" do ^ ~*l do \^ o{ ft° n *r selves ' 

rr0C " reWeriT . n ™ 0T,aT,0nS 0--\ Th i'\\ «t involved and provide expertise and knowledge, 

but usually rely on a lawyer or lejal department to work out 
the actual terms of the Contract 
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something's gone wrong 



Two months later... 



Kate's procurement project had been going 
really well. . . or so she thought. But it turns 
out there's a problem. 





Klvfc** 



Kate, the CEO called me at 3 a.m. last 
night. There's a janitor strike at the 
seller's technical support office, and that's 
causing all sorts of havoc. Now our wait times 
are even longer than they were three months 
ago. What are you going to do about this? 



&te never w thought to 
ask about tiic janitor suwcm 
«he» the lejalteam *as 
nejatatmft the dontradt 

u- 

Hi f Keep an eye out for questions 

jyL^J that asfc about unions, even 
TT t when they don't have to do with 

WStCjl it J c ontrac ts or proc urement 
management. 



When you work with a union, even if it's through 
a seller, then the union contract (also called a 
collective bargaining agreement) can have an 
impact on your project. That means you need to 
consider the union itself a stakeholder, and when you 
do your planning you need to make sure any union 
rules and agreements are considered as constraints. 



What could Kate have done to prevent this problem? Could she have detected it sooner? 
What should she do now? 
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Keep aw eye on the contract 

You wouldn't just start off a project and then assume everything would go perfectly, 
would you? Well, you can't do that with a contract either. That's why you use the 
Administer Procurements process. 

The idea behind the Administer Procurements process is that staying on top of the 
work that the seller is doing is more difficult than working with your own project. That's 
because when you hire a seller to take over part of your project, the team who's doing 
the work doesn't report to you. That's why the first three inputs are especially 
important. The approved change requests are the way that you change the terms 
of the contract if something goes wrong, and the work performance information and 
performance reports are how the seller tells you how the project is going. 




Monitoring 
& Controlling 
process group 



pojefct «** is yi«* \ j -- : 

T' Wr»rU 



~^S 





«• the » e% l ?a 




Work 

Performance 

Information 



Performance 
Reports 

Inputs 



Project 

Management 

Plan 



vj? 



t 



Contract 



Approved 

Change 

Requests 




harpen your pencil 




1 . Procurement Pocuwewtatiow 



Administer Procurements is a typical Monitoring & Controlling 
process, which means you should be able to figure out most of 
the outputs. The first one's filled in — can you fill in the others? 

3. 



2. Updates to 



This means the to*bcati, any suyforfcmj 
dodumen-U and m-Pormation -n-om the seller. 



4. Updates to 



j^iSwersonpage644. 
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manage your contract 



Stay oh top of the seller 



The tools and techniques for Administer Procurements are all there 
to help you work with the seller. Some of them help you look for any potential 
problems with the seller and make changes to correct them. Others help you with 
the day-to-day administration work that you need to do in order to keep your 
project running. 

Tools and techniques to keep your project running 



Payment System 

Your partner won't be very happy 
if you don't pay. The payment 
system is how your company pays 
its sellers. It's usually established 
by an Accounting or Accounts 
Receivable department. 



Records Management 
System 

There are a lot of records 
produced by a typical contract: 
invoices, receipts, communications, 
memos, emails, instructions, 
clarifications, etc. You'll need to 
put a system in place to manage 
them. 



Tools and techniques to find and fix problems 



Claims Administration 

When there's a dispute between a 
buyer and a seller, that's called a 
claim. Most contracts have some 
language that explains exactly how 
claims should be resolved — and 
since it's in the contract, it's legally 
binding, and both the buyer and 
seller need to follow it. 



Inspections and Audits 

This tool is how the buyer makes 
sure that the product that the 
seller produces is up to snuff. This 
is where you'll check up on the 
actual product or service that the 
project is producing to make sure 
that it meets your needs and the 
terms of the contract. 



Performance Reporting 

The easiest way for you to keep 
track of the contract work being 
done is to write up performance 
reports. These are exactly like the 
performance reports that you saw 
earlier in the book — you'll use 
them to monitor the project work 
and report on the progress to your 
company's management. 

Contract Change Control 
System 

This is just like all of the other 
change control systems that 
you've seen already. It's a set of 
procedures that are set up to 
handle changes in the contract. 
You might have a different one for 
every contract in your project. 






.[_ 



TWe ave sev Ch -tools 
f -fcefihhi^ues $ 0Y {^ t 

Admihisicr Pv £uvcr»ch-b 




You cam to*dut a 
pev-fovmahfic review -fco gei 
ihe daia you md £*• 

your pcv-Poirmah^ rcpovi 



Procurement 
Performance Review 

Most contracts lay out certain 
standards for how well the seller 
should do the job. Is the seller 
doing all the work that was agreed 
to? Is the work being done on 
time? The buyer has the right to 
make sure this is happening, and 
the way to do this is to go over the 
performance of the seller's team. 



Bu 



ictucted 



tyer-conc 
performance reviews 
let buyers ckeck all 
of the work that the 
sellers are doing. 
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Which of the tools and techniques from Administer Procurements should Kate use for each situation? 

"Exe&ciSe 



i 



An important client calls technical support, but ends up spending two hours waiting on hold. Kate 
doesn't find out until the seller calls her directly. She needs a better way to manage information 
about how the seller is performing. 



2. The CEO's mother calls technical support, but spends two hours waiting for them to answer. 
Kate needs to make sure the seller is delivering the quality they promised. 



3. Kate gets a call from the accounting department about a duplicate invoice that was accidentally 
paid twice. 



4. According to the statement of work, the seller is supposed to have weekly training sessions with 
technical support staff, but Kate isn't sure they're being conducted as often as they should be. 



5. A manager at the seller says that they're not responsible for training sessions, but Kate thinks 
they are. 
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any questions? 




Which of the tools and techniques from Administer Procurements should Kate use for each situation? 

Solution 

1. An important client calls technical support, but ends up spending two hours waiting on hold. Kate 
doesn't find out until the seller calls her directly. She needs a better way to manage information 
about how the seller is performing. 

Records management system fcT x f \ tL ^ T™?^ ^ c *» 

ndp Kate by jivmj her a plate -to 

sWc all -the mepov-b -Pv-om -the seller. 



2. The CEO's mother calls technical support, but spends two hours waiting for them to answer. 
Kate needs to make sure the seller is delivering the quality they promised. 

Inspections and audits t^tt *^^*^ 

|^ ■ • ■ -^ • -^ ^-v- Ww5 ? ro<Ucd. 

3. Kate gets a call from the accounting department about a duplicate invoice that was accidentally 
paid twice. 

Payment system 



4. According to the statement of work, the seller is supposed to have weekly training sessions with 
technical support staff, but Kate isn't sure they're being conducted as often as they should be. 

Procurement performance review itlT£ d \ 6hedk ,7 heihe,r 

v wo ™ ,s bemg done well, you 

pC\r-fo\rmahdC review. 

5. A manager at the seller says that they're not responsible for training sessions, but Kate thinks 
they are. 

Claims administration 
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VL« Should I only care about unions 
when I'm working with contracts? 

r\. Unions come up in procurement and 
contracts whenever a seller has an existing 
contract with a union. That contract is called 
a collective bargaining agreement, and 

if that agreement impacts the work that the 
seller is going to do for you, then you need 
to make sure that your legal department 
considers it when they work out the terms of 
the contract. 

But unions are also important when you're 
doing Human Resource Management. If 
your company has a collective bargaining 
agreement with a union, then you need 
to consider the terms of that contract 
as external constraints to your project 
plan. Here's an example: Let's say you're 
managing a construction project, and your 
workers are all union members. Then you 
need to make sure that you consider any 
overtime rules and other restrictions on 
resource availability when you put together 
your team, your budget, and your plan. 

Whenever you 
see "inspection" or 
"audit" it means that 
youVe looking at the 
products that the 
seller delivered to 
see if they meet your 
standards. 



tWeiare no 

Dumb Questions 

VL- Once a contract is signed, does 
that mean it's never allowed to change? 

r\. No. This confuses some people, 
because when you sign a contract, it's 
legally binding- which means you must 
abide by the terms of the contract. But that 
doesn't mean those terms can't change. If 
both the buyer and the seller agree to make 
a change to the contract, then they have 
every right to do so. That's why you have a 
contract change control system-so you can 
make sure these changes are made properly. 

But you can't always assume that you have 
the ability to change a contract that you're 
not happy with. Once your company has 
agreed to a contract, then you're absolutely 
required to meet its terms and complete your 
side of it. If you want to make a change to 
it, you need to negotiate that change, and 
it's possible that the seller won't agree to 
it- just like you have every right to refuse 
an unreasonable change thatthe seller 
requests. 

VL- Does the type of contract make a 
difference in how changes are handled? 

r\. No, it doesn't. While the type of 
contract definitely affects a lot of things, 
changes are always handled the same way. 
You always use the contract change control 
system to handle the changes. 

That's why the contract change control 
system is so important. It tells you the exact 
rules that you need to go through in order to 
make a change to a contract. No contract is 
perfect, and most of the time there are little 
tweaks that both the buyer and seller want 
to make. This gives them the tools they need 
to make only the changes that they need, 
without anyone agreeing to a change that 
they don't want included in the contract. 



V</ I still don't get the difference 
between a performance review and an 
audit. 

r\. The difference is that performance 
reviews are about the work, while 
inspections and audits are about the 
deliverables and products. 

You'll use a performance review when you 
want to make sure that the team at the seller 
is doing every activity that they should. For 
example, if you have a contract that requires 
the seller to perform certain quality control 
or project management tasks, you might 
conduct a performance review where you 
observe the team and verify that they do 
those tasks. On the other hand, if you want 
to make sure thatthe products thatthe 
team is producing meet your requirements 
and standards, you'll send out an auditor to 
inspect the products that the seller is making 
to verify that they meet the requirements. 

VL« So do project managers usually get 
involved in contract negotiations? 

r\. P roject managers don't usually do the 
negotiating themselves, but they do often get 
involved in contract negotiations. Remember, 
nobody knows more about the project than 
the project manager- you know what work 
needs to be done, what requirements the 
product must meet, and what kind of budget 
you need to stay within. So even though a 
lawyer or legal department will do the actual 
negotiation, they won't know if the seller is 
capable of doing the job without the project 
manager's help. 
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close the contract 



Close the contract whew the work is done 



When the seller's work is done, it's time to close 
the contract, and that's when you use the Close 
Procurements process. Even if your contract 
ends disastrously (or in court), you still need to 
close out the contract so that you can make sure all 
of your company's responsibilities are taken care 
of — and that you learn from the experience. 



There's only one other 
?+oUss in -the Closing 
jroup. Take a minute a*d 
-flip badk to Chapter &c 

"to re-fresh y ouv . mCmoV .y 




Closing 
process 
k group 






Project 
Management Plan 



Procurement 
Documentation 



The Close 
Pv-odurements 
v\-otcss is one or 
the buo pv-ofcesses 
in -the Closing 
pv-odess group, 
and its -the very 
last Produrement 
Management 
yrottss that you 
perform. 



i 



Procurement audits 

Once you've closed out the contract, you go over 
everything that happened on the project to figure 
out the lessons learned and look for anything that 
went right or wrong. 

Records management system 

When you were working with the legal team 
to put the contract together, you looked at 
information about past contracts. So where 
did it come from? Past project managers 
stored their contracts and other documents 
in the records management system. 



Negotiated settlements 

You need to make sure that all of the 
terms of the contract have been met and 
there are no outstanding claims on it. If 
the buyer or the seller have outstanding 
claims from the relationsthip, they need 
to get resolved, sometimes through legal 
arbitration or, in the worst-case scenario, 
in court. 



Outputs 



The way you dlose out a dontvadt is 

by giving notide— a -formal written 

one-that the dontradt is domflete... 
and instrudtions -for doing that , 
should be fart of the dontradt 
terms. 





Any lessors you learned -from 
the produrement audits should 
be added here, along with any 
dodumentation and a dopy of 
the -formal aut^iauc that 
you gave io the seller. 



Close 
Procurements 



Organizational 

Process Asset 

Updates 
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Contractcross 



procurement management 



Give your right brain something to do. It's your standard 
crossword; all of the solution words are from this chapter. 
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Across 

I. Some organizations maintain a _ Seller List of sellers pre- 

screened based on past experience with them. 

6. The Procurement _ of Work defines the portion of the project's 

scope that the seller will work on for the contract. 

7. A force clause protects both the buyer amd seller from 

things like war an^ natural disasters preventing the completion of the 
contract. 

9. The potential sellers submits Seller to a buyer to explain 

how the contract will be fulfilled. 

II. A disagreement between the buyer and seller 
is called a . 

13. The Management System stores all of the documents, 

communications, and information relation to the contract. 

16. The company or organization that's performing services for the 
contract. 

17. This kind of analysis is determine whether to procure a service or 
stay within the company. 

20. A buyer is sometimes required to use in order to 

announce a project to all potential sellers. 

21. The kind of contract where the buyer pays a lump sum. 

22. In a T&M contract, the buyer pays for , which includes 

equipment, office space, administrative overhead costs, and anything 
else (other than labor) that has to be paid for. 



Down 

2. The contract-related process in the Monitoring & Controlling group is 

called Procurements. 

3. Documents contain all of the information the seller wants to 

communicate to potential buyers. 

4. The contract has high risk to the seller because the seller must 

cover costs that go beyond the price. 

5. An Invitation for is a document that asks sellers for the price 

of the work. 

8. The buyer selects the selection criteria before contacting 

potential sellers. 

10. The company or organization that's procuring services. 

12. This kind of fee is used in cost-plus contracts to encourage the 

seller to increase performance. 

14. When a buyer and seller have a agreement in place, they 

share responsibility for management decisions. 

15. Even if the buyer fails to deliver on a contract and it has to be 

terminated early, you still need to perform the Procurements 

process. 

18. An Invitation for is a document that tells sellers you want 

them to submit proposals. 

19. In this kind of contract, the seller is paid the costs as well as a fee 
that's determined based on the buyer's evaluation of performance. 
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kate did great 



Kate closes the contract 

The 18-month contract's ready to close! The seller did a great job 
handling technical support, and that gave Kate and Ben the time 
they needed to ramp up their own company's team and facilities. 
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^v 



Question Clinic: PYO Questions 




See if you can come up with 
questions on your own! Give it a shot: 



|^jf / ^ ["H teaW h l ch.is.B EST ^ onabo u(0ua||fah , > 

See ?a<y: l«2- 

See pay W> 



Risk Analysis 



V 



Write a Red Herring question about Conduct 
Procurements 



Write a Calculation question about CPI 



£T S« ?ay 2- W 



Write a Which-Comes-Next question about 
the Scope Management processes 



\ 



/V- 



y 



s 




Here's a great study tool. Any time 
you get a practice question wrong, or don't 
understand a particular concept, write a 
question about it! That's a great way to help 
you remember stuff for the exam. 




u 




Hid you come up with a good question? loin the Head first W community 
and upload your Question at http://www.headfirstlabs.com/PMP 



-V 
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exercise solutions 



Sharpen your pencil 
Solution 




Kate has 18 months to build up the capacity her company needs 
to handle all the technical support calls. See if you can figure out 
whether it's a better deal for Kate to make or buy. 



1 . If they handle the extra work within the company instead of finding a seller, it will cost an extra $35,000 in 
overtime and $1 1,000 in training costs in total, on top of the $4,400 per person per month for the five-person team 
needed to do the extra support work. What's the total cost of for keeping the work within the company? 

The "total tosh -fov- keeping -the wov-k is -the monthly tosh (ffiftOO pe\r ftY-so* * 5 people * IQ months 
- \V\^>,000) plus -the extra dosts (jl^OOO overtime and j 1 1, OOO Wining dosts). \V\^>,000 + 
fe%000 + f 1 1, OOO - f ^1,000 total dosts -for keeping the work inside the dompany ("making"). 

2. Kate and Ben talked to a few companies and estimate that it will cost $20,000 per month to hire another company 
to do the work, but they'll also need to spend $44,000 in setup costs. What will contracting the work cost? 

The dost -for hiring another Company to do the work is f 2.0,000 per month x IQ months plus the 
1^,000 in setup tosts. (jlO,000 x 10) + 1^,000 - j ^0^,000 total tosU -for Contracting 
out the work ("buying"). 

3. So does it make more sense to make or buy? Why? 

In this case, it makes more scr\sc to buy because the Costs of making (f^ZfiOO) arc greater than 
the Costs o-f buying (1^0^,000). 




harpen your pencil 
Solution 



Kate is putting out an RFP to find a seller to provide technical 
support for her company. Can you figure out which Conduct 
Procurements tool she's using? 



1 . Kate checks works with her company's seller 
evaluation committee, which follows a documented, 
formal evaluation review process to determine which 
seller should be selected for the contract. 



Proposal evaluation techniques 



2. Kate's contacts an IT trade journal and places a 
classified ad to try to find sellers. 



Advertising 



3. The CEO's brother-in-law runs a company that's 
bidding on the contract. Kate needs to make sure he 
gets fair — not preferential — treatment. She doesn't 
want to give him an unfair advantage, but she 

also doesn't want to exclude him from the bidding 
process. So she gathers representatives from all 
sellers into a room where they can ask questions 
about the contract out in the open and hear the 
responses to each question. 

Bidder conference 

4. Kate's company takes part in an equal-opportunity 
program in which seller companies owned by 
minorities must be given notice of any RFPs. She uses 
a web site approved by the program to find one. 

Internet search 
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Contract Magnets Solution 

Which of the magnets are part of the procurement documents, 
and which of them are part of the source selection criteria? 



I J 

Procurement 
Documents 



Contract statement of work 



Request for proposals | 



Sample contract for review 



Notification to sellers 
requesting a quotation 
for fixed price work 



] 




Source 

Selection 

Criteria 



Review the SOW with the seller 
to make sure it's understood 



Meet with the project manager 
and review project processes 



over final pricing 
an and contract terms 



or cr J^ nClal state ^nt 

iLtti report and ver ify 

that the seller is insured 
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exercise solutions 




Sharpen your pencil 
Solution 



Procurement documentation 



2. Updates to 

Organizational Process Assets 



Administer Procurements is a typical Monitoring & Controlling 
process, which means you should be able to figure out most of 
the outputs. The first one's filled in — can you fill in the others? 



3. 



Change Requests 



4. Updates to 

Project Management Plan 




Contractcross Solutions 

Give your right brain something to do. It's your standard 
crossword; all of the solution words are from this chapter. 
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n Exam Questions 



1. Tom is a project manager for a software company. He is contracting a long-term software project 
with an external company. That company charges him $20/hour per employee and $300 overhead 
per month. What kind of contract is he using? 

A. FP 

B. CPAF 

C. CR 

D. T&M 

2. Which of the following is NOT true about bidder conferences? 

A. All potential sellers should meet separately with the buyer 

B. Potential sellers should ask questions in an open forum so other sellers can hear the answers 

C. Bidder conferences are a good way to make sure sellers are treated fairly 

D. All sellers are given the same procurement documents 

3. You work for a seller that is bidding on a contract. Which type of contract has the MOST risk for 
your company? 

A. CPIF 

B. T&M 

C. FP 

D. CPAF 

4. Which of the following BEST describes the "point of total assumption" for a contract? 

A. The point in a cost-plus contract where the buyer assumes that the seller will need to be paid 

B. The total cost of a T&M contract 

C . The point in a fixed price contract where the seller has to assume all costs going forward 

D. The total number of resources required for a contract 

5. You're trying to decide whether or not to contract out a construction job. To do it within your 
company, you will have to hire an engineer for $35,000 and pay a construction team $15,000 per 
week. A contractor quotes you a price of $19,000 per week, and your expert agrees that you won't 
find a lower price than that. The job will take 16 weeks. What's the BEST way to proceed? 

A. P ay the contractor to do the job 

B. Select a T&M contract 

C. Don't contract out the work; hire the engineer and pay the construction team to do the work 

D. Make sure the contract has a force majeure clause 
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i- Exam Questions 




6. You're managing a project that might have to contract out work, and you're comparing the relative 
advantages and disadvantages of finding a seller versus having your company do the work itself. Which 
process are you in? 

A. Plan Procurements 

B. Plan Contracting 

C. Conduct Procurements 

D. Request Seller Responses 

7. You're using a qualified seller list. Which process are you in? 

A. Plan Procurements 

B. Plan Contracting 

C. Conduct Procurements 

D. Request Seller Responses 

8. You've been contracted by an industrial design firm to manage their contracting. Your client asks you 
to take over the negotiations for an important contract to design a new lighting remote control system. 
You've narrowed it down to one seller, and now you're working with the legal department at the buyer to 
negotiate the terms of the contract. Which of the following BEST describes your goal? 

A. You want to get the best deal for your client by making sure the seller's price is as low as possible, no 
matter what it costs them 

B. You want to get a fair deal for both the buyer and the seller 

C . You want to make sure that the seller gets as much money as possible 

D. You want to prolong the negotiation so that you earn a higher fee 

9. You've been contracted by a construction company to manage their contracting. They have a choice of 
either buying an excavator or renting it. To buy it, the company would have to pay $105,000, but owning 

it will require approximately $10,000 in maintenance costs per year. The price to rent the excavator is 
$5,000 per month, with a one-time service charge of $2,000. Whaf s the minimum number of months the 
company needs to use the excavator in order for it to make sense to buy it rather than rent? 

A. 8 months 

B. 16 months 

C. 21 months 

D. 25 months 

10. Which of the following contracts has the MOST risk for the buyer? 

A. FP 

B. CPAF 

C. CPIF 

D. T&M 
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n Exam Questions 



11. You're managing a project that is difficult to estimate, so you don't have a good idea of when 
the project will end. Which of the following contracts is BEST? 

A. FP 

B. CPAF 

C. CPIF 

D. T&M 

12. You're looking for a seller to do work for your project. When do you send out an RFP? 

A. After you create the procurement documents, but before you select the seller 

B. Before you plan contracting, but after you Plan Procurements 

C . After the bidder conference, but before you select the seller 

D. During Administer Procurements 

13. You're creating source selection criteria for your contract. What process are you in? 

A. Plan Procurement and Acquisitions 

B. Plan Contracting 

C. Request Seller Responses 

D. Conduct Procurements 

14. You're managing a project, when you and the seller both agree that you need to have the 
seller add more resources to the project in order to finish on time. The number of resources is 
written into the contract. Whafs the BEST way to proceed? 

A. Your project will be late because you can't change the contract once it's signed 

B. You need to convince the buyer to sign a new contract 

C. You need to use the contract change control system to make the change to the contract 

D. You need to use claims administration to resolve the issue 

15. Which of the following BEST explains the difference between a seller audit during Administer 
Procurements and a procurement audit during Close Procurements? 

A. The seller audit reviews the products being created, while the procurement audit reviews how 
well the seller is doing the job 

B. The procurement audit reviews the products being created, while the seller audit reviews how 
well the seller is doing the job 

C . The seller audit reviews the products being created, while the procurement audit is used to 
examine successes and failures and gather lessons learned 

D. The procurement audit reviews the products being created, while the seller audit is used to 
examine successes and failures and gather lessons learned 
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i- Exam Qfi$&i(jm 

1. Answer: D 

This contract is a Time and Materials contract. It's charging a rate for labor and overhead for materials. 



^^ Mm the wrohy ans^s works really well 

With quM-l-irtwc ;U- J.L:- / WC " 



2. Answer: A 



with <\uestiohs like this. 



One of the most important things about a bidder conference is that no one seller is given better access to 
the buyer. They should all have the same opportunity to gather information, so that no single seller is given 
preferential treatment. 



V^ Sdlen shoulc U«t j, ^ same ^ 

W o» e o^ tte* a*, ihe ^io,, eve , yo J ekc 



should hear the answer. 



3. Answer: C 



A fixed price contract is the riskiest sort of contract for the seller. That's because there's one price for the 
whole contract, no matter what happens. So if it turns out that there's a lot more work than expected, or the 
price of parts or materials goes up, then the seller has to eat the costs. 



4. Answer: C 

This is just the definition of the point of total assumption. 

5. Answer: C 



This is a simple make-or-buy decision, 
so you can work out the math. The 
contractor's quote of $19,000 per week 
for a 16-week job means that buying will 
cost you $19,000 x 16 = $304,000 . On the 
other hand, if you decide to keep the work 
in-house, then it will cost you $35,000 
for the engineer, plus $15,000 per week 
for 16 weeks: $35,000 + (16 x $15,000) 
= $275,000 . It will be cheaper to make it 
rather than buy it! 





648 Chapter 12 



Exam Qu£s#ftm$ 



procurement management 



6. Answer: A 

This question describes Make or Buy Analysis, which is part of the Plan Procurements process. 




That »ak es sehse . Ycu u*% sbrt Conh . ath 

& y* V< out «**«, «. noi yo „ sh 3. 



7. Answer: C ^ /' 



One of the important things that you do when you're finding sellers during the Conduct Procurements process is to 
select the sellers that will do the work. And the q ualified seller list is an input that you use for that. 

\/ow domPa*y should already have 

ft . _ a qualified seller list on -file- 

8. Answer: B ^ 

ne of the most important parts of P rocurement M anagement is that both the buyer and the seller want to feel like 
they're getting a good deal. Every procurement should be a win-win situation for both parties! 



9. Answer: D 

This may look like a tough problem, but it's actually pretty easy. Just figure out how much the rental would cost you 
for each of the answers: 



A. 8 months 8 months x $5,000 per month + $2,000 service charge = $42,000 

B . 16 months 1 6 months x $5,000 per month + $2,000 service charge = $82,000 

C. 21 months 21 months x $5,000 per month + $2,000 service charge = $107,000 

D. 25 months 25 months x $5,000 per month + $2,000 service charge = $127,000 

N ow look at what the excavator would cost for 25 months. It would cost $105,000 plus $20,000 for the 
maintenance costs, for a total of $125,000. So at 25 months, the excavator is worth buying- but before that, it 
makes more sense to rent. 

If this suns a little out of plate, remember that 

10- Answer: D T^ZTT^ ' ^ * ***"* ^ *" 

same Kmd ot make-or-buy dedisio* is *edessary. 

The Time & Materials (T&M) contract is the riskiest one for the buyer, because if the project costs are much higher 
than the original estimates, the buyer has to swallow them, while the seller keeps getting paid for the time worked. 
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11. Answer: D 

Both cost-plus and fixed price contracts are based on the idea that you know how long the contract is going 
to last. A seller would only agree to a fixed price contract if there's a good idea of how much it's going to 
cost. And a cost-plus contract will hurt the buyer if it goes over. Only the time and materials contract will 
give both the buyer and seller a fair deal if neither has a good idea of how long the work will take. 



rv 



12. Answer: A 



That's toe onty fc*e you really 
should use a Tf M fiontrafit 




Contracting is a pretty linear process— first you plan the contract, then you put together a package of 
procurement documents to send to potential sellers, and then you select a seller and start the work. So you 
send out a request for proposals after you've put together the procurement document package so that you 
can select a seller for the job. 



13. Answer: D 

You put together the source selection criteria as part of the Conduct Procurements process. That way you 
can use the criteria when you're looking at the responses you get from sellers. 



14. Answer: C 

You can always change a contract, as long as both the buyer and the seller agree to it. When you do that, 
you need to use the contract change control system-just like with any other change. 



15. Answer: C 



^Tte is .at wViat daw* adUmtobratem « V SWe ti* 
buyer S£ seller ayree, there is »o dav- 



it's easy to get mixed up with all of these audits, but if you think about how they're used, it gets less 
confusing. When you're performing Administer Procurements, the most important part of your job is to 
figure out if the products that the seller is producing meet your requirements. By the time closure happens, 
the products have all been completed- if there was a problem, you should have caught it during Administer 
Procurements. All you can do now is come up with any lessons learned so that you can avoid mistakes in 
the future. 
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Making good choices 




It's not enough to just know your stuff. You need to make good 

Choices to be good at your job. Everyone who has the PMP® credential 
agrees to follow the Project Management Institute Code of Ethics and Professional 

Conduct, too. The Code helps you with ethical decisions that aren't really covered in 
the body of knowledge — and it's a big part of the PMP® exam. Most of what you need to 
know is really straightforward, and with a little review, you'll do well. 
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meet the code of ethics and professional conduct 



Poiwg the right thing 



You'll get some questions on the exam that give you situations that you might run 
into in running your projects and then ask you what to do. Usually, there's a clear 
answer to these questions: it's the one zvhereyou stick to your principles. 

Questions will make the decisions tougher by offering rewards for doing the wrong 
thing (like money for taking a project shortcut), or they will make the infraction 
seem really small (like photocopying a copyrighted article out of a magazine). If 
you stick to the principles in the PMP Code of Professional Conduct regardless of 
the consequences, you'll always get the questions right. 

The main ideas 

In general, there are a few kinds of problems that the 
code of ethics prepares you to deal with. 

1. Follow all laws and company policies. 

2. Treat everybody fairly and respectfully. 

3. Have respect for the environment and the community 
you're working in. 

4. Give back to the project management community by 
writing, speaking, and sharing your experience with 
other project managers. 



5. Keep learning and getting better and better at your job. 

6. Respect other people's cultures. 

7. Respect copyright laws. 

8. Always be honest with everyone on the project. 

9. If you find that another person has done something 
to damage the PMP credential in any way, you must 
report them to PMI. 

/N So \( you Ud out that someone has stole* ^uestiohs 
V. J"* the P/WP exam, cheated o» the P/WP e*am, 
+alsely claimed to have a P/WP terhhtahm, or lied 
about a^ythihg related b> the P/WP de*-t.£datioh 
Yrotcss, the* you /WUST vepovt them to P/W|. 



Etkics and 
prolessional 
responsibility 
questions make 
up 10% ol tke 
exam. That's good 
news because 
these questions 
are really easy il 
you understand 
tke ideas behind 
tke PMP Code 
ol Prolessional 
Conduct. 
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Come on. Is this really on the test? I 
know how to do my job. Do I really need 
a morality lesson? 



Being a PMP-certified project manager 
means that you know how to do your 
job and that you will do it with integrity. 

It might seem like it doesn't really matter how you 
will handle these situations, but think about it from an 
employer's perspective for a minute. Because of the 
PMI Code of Ethics and Professional Conduct, they 
know that when they hire a PMP-certified project 
manager, they are hiring someone who will follow 
company policies and do everything aboveboard and 
by the book. That means that you'll help to protect 
their company from litigation and deliver on what you 
promise, which is actually pretty important. 




ftAifct* 



Can you think of some situations where you might need to 
make decisions using these principles in your own projects? 
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never take bribes 



Keep the cash? 



A lot of ethics questions on the PMP exam 
concern bribery. It is never, under any 
circumstances, okay to accept a bribe — even 
if your company and customer might benefit 
from it somehow. And bribes aren't always 
cash. They can be anything ranging from free 
trips to tickets to a ball game. Any time you're 
offered anything to change your opinion or the 
way you work, you must decline the offer and 
disclose it to your company. 



|k some douses, eve* tnou$n 
V oumavbcV ? e^ed to?aY 
a bribe, it's *«t okay to do 
Vt-eve* tf Vt's dusWa^ or 
dulWIy avertable 



Awesome. I've been wanting 
to go shopping for a while. 
And what about that vacation? 
Acapulco, here we come! 




Tbe easy way 




I would never accept a 
gift like that. Doing a good 
job is its own reward! 



IV Tneri^tv/ay 
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Fly business class? 

Any time there's a policy in your company, you 
need to follow it. Even if it seems like no harm will 
be done if you don't follow the policy, and even 
if you will be able to get away with it, you should 
not do it. And that goes double for laws — under no 
circumstances are you ever allowed to break a law, no 
matter how much good it "seems" to do you or 
your project. 

A»d i<C Vou ever sec someone i* your 

fiom^Yb^atanft the lav., 70U need 
{p report it to the authorities. 



We've got some extra money in the 
budget and you're really doing a great job. 
I know the travel policy says we always fly 
coach. But we can afford to splurge a bit. Why 
don't you buy a business ticket this time? 



: Did you know that those 

chairs go into totally flat beds? 
This is so cool. You've worked so 
hard, you've totally earned it! 



There's no excuse for 
not following the rules. The 
travel policy says fly coach. 
No exceptions! 
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New software 



When it comes to copyright, it's never OK to use 
anything without permission. Books, articles, music, 
software... you always need to ask before using it. For 
example, if you want to use some copyrighted music 
in a company presentation, you should write to the 
copyright owner and ask for permission. 



Hey Kate, I just got a copy 
of that scheduling software 
you wanted. You can borrow my 
copy and install it. 



Absolutely! This 
will totally make your job 
about 100 times faster, and it's 
-. free? It's your lucky day. 



; That software was created 

by a company that deserves to 
be paid for their work. It's just 
. wrong not to buy a licensed copy. 
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Shortcuts 



You might see a question or two that asks if you 
really need to follow all of the processes. Or you 
might be asked by your boss to keep certain facts 
about your project hidden from stakeholders 
or sponsors. You have a responsibility to make 
sure your projects are run properly, and to never 
withhold information from people who need it. 




All right. Less 
work for you— let's face it, 
it's not like you have all the time 
in the world for writing plans! 



I would never do a project 
without fallowing ALL of the 
42 processes outlined in The 
PMBOK® Guide. 
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respect our environment 



A good price or a clean river? 



Being responsible to the community is 
even more important than running a 
successful project. But it's more than 
being environmentally aware — you 
should also respect the cultures of 
everyone else in your community, and 
the community where your project 
work will be done. 



•s 



We just found out that 
one of our suppliers dumps 
harmful chemicals in the river. They've 
always given us great rates, and our budget 
will go through the roof if we switch suppliers 
now. The whole thing gives me a headache. 
What should we do? 



That means eve* -though la^ua^es, dustoms, 
holidays, ar\d vadaW polities mijKt be 
different -Cv-or* tou*-b-y to tountry, you need 
to treat peop le the way -they are attustomed 
to bem$ -treated. 



We can't let the project fail 
for a bunch of stupid fish. 



The earth is our home and 
is so much more important 
than this project. We have 
to do what's right... 
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We're wot all angels 



We know that the choices you make on your project are not always black and 
white. Remember that the questions on the exam are designed to test your 
knowledge of the PMP Code of Professional Conduct and how to apply it. A lot 
of situations you will run into in real life have a hundred circumstances around 
them that make these decisions a little tougher to make than the ones you see here. 
But if you know what the code would have you do, you're in a good position to 
evaluate those scenarios as well. 




Stfnousty, rt's a <\ui£k 

,rcad-a»d it'll fcel? 
you o* -the e*am. 



Now, go read tke PMP Code ol Professional Conduct 

before you take tkese exam cruestions. Go to this 

URL and click on tke "PMI Code of Etkics and 

Professional Conduct" link 



kttp://www.keadfirstlabsxoiii/kfpmp 
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exam questions 

i- Exam Questions 

1. You read a great article over the weekend, and you think your team could really benefit from it. What should you do? 

A. Photocopy the article and give it to the team members 

B. Type up parts of the article and email it to the team 

C. Tell everyone that you thought of the ideas in the article yourself 

D. Buy a copy of the magazine for everyone 

2. You find out that a contractor that you're working with discriminates against women. The contractor is in another 
country, and it's normal in that country. What should you do? 

A. Respect the contractor's culture and allow the discrimination to continue 

B . Refuse to work with the contractor, and find a new seller 

C . S ubmit a written request that the contractor no longer discriminates 

D. Meet with your boss and explain the situation 

3. You're a project manager at a construction company thaf s selling services to a client. You are working on a 
schedule and a budget when the CEO at the client demands that you do not produce those things. Instead, he wants 
you to begin work immediately. What the BEST thing that you can do? 

A. Meet with the CEO to explain why the budget and schedule are necessary 

B. Stop work immediately and go into claims administration 

C. Don't produce the schedule and budget 

D . Ask the buyer to find another company to work with 

4. You're working on a project, when the client demands that you take him out to lunch every week if you want to keep 
his business. What's the BEST thing to do? 

A. Take the client out to lunch and charge it to your company 

B. Refuse to take the client out to lunch because it's a bribe 

C . Take the client out to lunch, but report him to his manager 

D. Report the incident to PMI 

5. You are working on one of the first financial projects your company has attempted, and you have learned a lot about 
how to manage the project along the way. Your company is targeting financial companies for new projects next year. 
Whafs the BEST thing for you to do? 

A. Talk to your company about setting up some training sessions so that you can teach others what you have learned on 
your project 

B. Keep the information you've learned to yourself so that you'll be more valuable to the company in the next year 

C . Decide to specialize in financial contracts 

D. Focus on your work with the project and don't worry about the helping other people to learn from the experience 
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6. You find out that you could save money by contracting with a seller in a country that has lax 
environmental protection rules. What should you do? 

A. Continue to pay higher rates for a environmentally safe solution 

B. Take advantage of the cost savings 

C . Ask your boss to make the decision for you 

D. Demand that your current contractor match the price 

7. You overhear someone on your team using a racial slur. This person is a critical team member and 
you are worried that if they leave your company it will cause project problems. What should you do? 

A. Pretend you didn't hear it so that you don't cause problems 

B. Report the team member to his boss 

C. Bring it up at the next team meeting 

D. Meet in private with the team member and explain that racial slurs are unacceptable 

8. You've given a presentation for your local PMI chapter meeting. This is an example of what? 

A. APDU 

B. Contributing to the project management body of knowledge 

C. Donating to charity 

D. Volunteering 

9. You are about to hold a bidder conference, and a potential seller offers you great tickets to a 
baseball game for your favorite team. What should you do? 

A. Go to the game with the seller but avoid talking about the contract 

B. Go to the game with seller and discuss the contract 

C. Go to the game, but make sure notto lethim buy you anything because that would be a bribe 

D. Politely refuse the tickets 

10. Your company has sent out an RFP, and your brother wants to bid on it. What's the BEST thing for 
you to do? 

A. Give your brother inside information to make sure that he has the best chance at getting the project 

B. Publicly disclose your relationship with him and excuse yourself from the selection process 

C . Recommend your brother but don't inform anyone of your relationship 

D. Don't tell anyone about your relationship but be careful not to give your brother any advantage 
when evaluating all of the potential sellers 
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exam answers 

i- Exam Q^ygfis 

1. Answer: D 

You should never copy anything that's copyrighted. Make sure you always respect other people's 
intellectual property! 

2. Answer: B 

It's never okay to discriminate against women, minorities, or others. You should avoid doing 
business with anyone who does. 

3. Answer: A 

This is a difficult situation for any project manager. But you can't cut corners on the project 
management processes, and you certainly can't tell the client that you're refusing their business. 
The bestthingyoucando is meet with the CEO to explain why you need to follow the rules. 

4. Answer: B 

The client is demanding a bribe, and paying bribes is unethical. You should not do it. If your 
project requires you to bribe someone, then you shouldn't do business with that person. 

7V.s is tailed fiontobuti*a to the project 

5. Answer: A ^ ******* body o* knc^ledy. 

You should always try to help other people learn about managing projects. 

6. Answer: A 

You should never contract work to a seller who pollutes the environment. Even though it costs 
more to use machinery that doesn't damage the environment, it's the right thing to do. 
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7. Answer: D 

You should make sure that your team always respects other people. 

8. Answer: B 

Any time you help share your knowledge with others, you are contributing to the project 
management body of knowledge, and that's something you should do as a certified project 
manager! 

9. Answer: D 

You have to refuse the tickets even if the game sounds like a lot of fun. The tickets amount to a 
bribe, and you shouldn't do anything that might influence your decision in awarding your contract. 

10. Answer: B 

You have to disclose the relationship. It's important to be up front and honest about any conflict of 
interest that could occur on your projects. 
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14 A little last-minute reVleW 



Check your knowledge 




Wow, you sure covered a lot of ground in the last 

1 3 chapters! Now it's time to take a look back and drill in some of 
the most important concepts that you learned. That'll keep it all fresh and 
give your brain a final workout for exam day! 



this is a new chapter 665 



which process goes where? 



fSFi 



'rocess 



Magnets 



Can you put all of the processes in the right knowledge areas? 

Give it a shot — and while you're at it, see if you can put them inside each 

knowledge area in the order that they're typically performed on a project. 



Integration Scope 



Ti 



ime 



Cost 



1 

2 

3 
4 



1 

2 
3 
4 



1 

2 

3 
4 



1 

2 
3 

1 



Quality 




perform 
Quantitative 
Risk Analysis 



Plan 
Communications 



Estimate 
Activity 
Durations 



Perform 
Integrated 
Change Control 



rolj 



Control Scope 



Conduct 
Procurements Plan Risk 
Management 
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Human Communications 
Resources 

1 1 1 



2 

3 



2 

3 



2 
3 



Risk 



Procurement 



1 

2 

3 




Perform 
Qualitative 
Risk Analysis 



■* ibswersonpage684. 
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giant crossword 




Processcross 



How well do you know the 4£ processes in 
the PMBOK® Guide? Let's find out! 




Across 

4. In the Perform Quality process, you make sure the entire 

project and quality processes meet your company's quality standards. 

8. Management is the knowledge area where you figure out 

who's talking to who, and how. 

10. You track your work closely and manage your costs in the 

Costs process. 

15. You work with sponsors and stakeholders to decide whether or not 
to make changes during the Perform Change Control process. 

16. The Close Projector process is where you make sure the 

project is finished, and all of the lessons learned are documented. 

17. In the Identify process, you find and document all of the 

people or organizations impacted by your project. 

18. You make sure your deliverables conform to their requirements 
using the Management knowledge area processes. 



Down 

1. The Develop Plan process is where you create a plan for how 

you will assign and manage your staff. 

2. You create a document that defines how you'll handle every aspect 
of the project in the Develop Project Plan process. 

3. The Management knowledge area is where you plan for the 

unknown. 

5. The Management knowledge area is all about figuring out 

your budget. 

6. The Management knowledge area helps you figure out the 

work that needs to be done for your project. 

7. In the Determine process, you add up all of your estimated 

costs and figure out how much money your project will spend in total. 
9. You manage all communication for the people who are affected by 
your project in the Manage Stakeholder process. 



668 Chapter 14 



Across 

21. In the Management knowledge area, you contract with 

sellers to do project work. 

22. In the Management knowledge area, you determine how long 

the work will take. 

23. The Procurements process is where you determine which 

sellers will do the work. 

25. The Risks process is where you create a risk register that 

contains a list of risks that might affect your project. 

27. The Monitor and Control Risks is where you look for any new risks 

and changes to the risk . 

30. The Plan Risk process is where you decide how your team 

will react to each risk, should it occur. 

31. In the and Control Project Work process, you constantly look 

for changes or problems that occur. 

32. You assign your team to the project in the Project Team 

process. 

35. The Estimate process is where you figure out how much 

money you'll spend on each activity in the schedule. 

38. The process group is where you shut down the project. 

39. The Scope process is where you look for changes to scope, 

and only make those changes that are necessary. 

40. The process group is where the team does the project work. 

41. The & Controlling process group is concerned with finding 

and dealing with changes. 

42. The Estimate Activity process is where you figure out what 

people, equipment, and other things that you'll need for the project, and 
when you'll need them. 

44. The Control process is where you look for changes to the 

planned dates for performing activities and meeting milestones. 

45. Performance is where you figure out how your project is 

doing, and let everyone else know. 

46. In the Activities process, you decompose each work package 

into a complete list of activities for the project. 

47. In the Perform Risk Analysis process, you assign numerical 

values to your risks in order to more accurately assess them. 

49. The Plan process is where you create a plan to ensure that 

your deliverables conform to requirements, and are fit for use. 

50. In the Develop process, you build a bar chart, milestone list, 

calendar, or other document out of all of your estimates. 

51. The Project Team process is where you keep your team 

motivated, and set goals and rewards for them. 

52. The process group is where you make sure the project starts 

outright. 

53. Management is the knowledge area where you bring all of 

the work and project plans together. 

54. The Collect process is where you gather the needs of the 

stakeholders and document them. 

55. The process group is where you do the most work. It's where 

you build a documentto guide you through each of the knowledge 
areas. 



check your knowledge 

Down 

11. You create a plan that tells you how you manage unexpected events 
in the Plan Management process. 

12. The Create process is where you create a graphical, 

hierarchical document that describes all work packages. 

13. The Activities process is where you put the list of activities in 

order and create network diagrams. 

14. The Procurements process is where you make sure all of the 

contracting activities are finished. 

19. The Human Management knowledge area is where you put 

together and manage your team. 

20. The Scope process is where you write down exactly what the 

team will do to produce the product. 

24. The Information process gets the right information to the 

right people. It's where most of the communication on the project 
happens. 

26. The Estimate Activity process is where you generate an 

estimate of how long each activity will take. 

28. In the Plan Process you decide what work you'll contract out 

to a seller. 

29. The Plan process is where you'll figure out how you'll handle 

messages, channels of communication, meetings, and reporting. 

33. The Perform Risk Analysis is where you categorize each risk. 

34. The document that authorizes you to do the work is built in the 
Develop Project process. 

36. The Project Team process is where you track your team 

members' performance, provide feedback, and resolve issues. 

37. The Procurements process is the Monitoring & Controlling 

process for procurements, where you look for changes in your 
contracts. 

39. In the Perform Quality process, your team looks for defects 

in deliverables. 

43. The deliverables and work performance information are created in 

the Direct & Manage Project process. 

48. The Scope process is where you make sure all of the work 

has been done, and you get formal approval from the stakeholders. 
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a few last questions 

^ These questions are all about specific things that you're likely to see on the exam. They're drawn 
<ij0f "^T from many different knowledge areas. Take some time and try to answer all of them- remember, 

cX6fcClp€ these are a little harder than questions you'll see on the exam, since they're not multiple choice! 

1. What's it called when you bring your stakeholders together 11. Which form of communication is always necessary 
at the beginning of the project in order to figure out how whenever you are performing P rocurement processes? 
everyone will communicate throughout the project? 

12. What's it called when you add up the costs of inspection, 

2. What do you call the point in a fixed-price contract where test planning, testing, rework (to repair defects discovered), 
the seller assumes the rest of the cost? and retesting? 

3. Which conflict resolution technique is most effective? 13. What are the three characteristics of a project that 

differentiate it from a process? 

4. What's the range for a Rough Order of Magnitude 

estimate? 14. Where would you find out details about a specific work 

package, such as an initial estimate or information about 
what account it should be billed against? 

5. Which contract type is best when you don't know the 
scope of the work? 

15. What do you do when you and your team can't identify a 
useful response to a risk that you've identified? 

6. What are you doing when you add resources to the critical 
path in order to shorten the schedule? 

16. What do you decompose work packages into before you 
can build your schedule? 

7. Which management theory states that employees can't be 
trusted and need to be constantly monitored? 

17. What's the float for any activity on the critical path? 

8. What are the top three causes of conflict on projects? 

18. What percentage of a project manager's time is spent 
communicating? 

9. Customer satisfaction is part of which knowledge area? 

19. What should you do with the factors that cause change? 

10. Which type of power is typically unavailable to project 
managers in a matrixed organization? 

20. Which two types of estimate require historical 
information? 

► i^iswers on page 687. 
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harpen your pencil 



You'll definitely get a bunch of calculation questions on the exam. 
Luckily, you've got a handle on them! Here's your chance to get a 
little more practice. 

1 . How many lines of communication are there on a project with nine people (including the project manager)? 



2. Your project has a budget at completion of $250,000. You've completed half of the work, but your schedule 
says you should have completed 60% of the work. Calculate PV and EV. 



3. Your project has a BAC of $7,500. Your scheduled % complete is 35%, but your actual % complete is 30%. 
Calculate the SPI. What does that SPI tell you about your project? 



4. You were managing a project with a team of eight people, plus you (as the project manager), when you 
added an additional four team members. How many additional lines of communication were added? 



5. You've got a project with a budget of $500,000. Your project is 75% complete, and you have spent $400,000 
so far. Calculate the EAC and ETC. What does that tell you about the project? 



6. You've identified two risks and an opportunity for your project. Risk A has a probability of 35% and a cost of 
$500. Risk B has a probability of 60% and a cost of $750. Opportunity C has a probability of 1 0% and a value 
of $1 ,000. What's the total EMV of Risk A, Risk B, and Opportunity C? 



7. Your project has a CPI of 1.2 and an EV of $150,000. Calculate the actual cost of the project so far. 



i^iSwersonpage688. 
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time to make it stick 



A long-term relationship for your brain 

Take a minute and think back over everything you've just learned. Does 
it seem a little... well, overwhelming? Don't worry, that's absolutely 
normal. You've got all of this information that's floating around in your 
brain, and your brain is still trying to organize it. 

Your brain is an amazing machine, and it's really good at organizing 
information. Luckily, when you feed it so much new data, there are ways 
that you can help make it "stick." That's what you've been doing in this 
chapter. Your brain wants its new information to be categorized. That's 
why it helps to first review how the processes are organized, and then 
review what the processes do. 



I get it! That's why I did the 
process magnets first, then the 
process crossword, then the 
calculation questions. Working 
through these things separately can 
help me get them into my brain. 



Yes! Cognitive psychologists call it chunking, and it's a really 
effective way of getting information into your long-term 
memory. When you have a collection of things that are 
strongly associated with one another, it gives your brain a sort 
of "guideline" for storing it. And the weaker associations with 
the other "chunks" give it a bigger framework for managing 
this large amount of information, so that it's all mutually 
reinforcing. 
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Here's how to do this next section 

This next section consists of a series of questions grouped together by knowledge area. To make this 
as effective as possible, 

* Make this the only PMP study activity you do today 

* Give yourself plenty of time to do it 

* Make sure you drink lots of water while you're answering the questions 

* As you're answering the questions, think about each answer and only 
mark down one response, even if you're not 100% sure 

* After you do each section, read through each question again 

* Don't look at the answers until you've gone through all of the knowledge 
areas 

* Make sure you get plenty of sleep the night after you do these questions 




Cognitive psychologists 
recognize that sleep plays a really 
important role in helping your brain 
organize and consolidate information 
into your long-term memory. 
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r Integration Questions 



1. You're managing a project for a military subcontractor to modify the software for a missile guidance 
system. You're planning the project, and need to take into account information about the company's operating 
environment. Which of the following is NOT an example of the factors you are looking at: 

A. Marketplace conditions 

B. The forecast for project completion, including ETC and TCPI 

C. Government standards you need to comply with 

D. The political climate that can affect your project 



2. The CFO of a company tells you that you need to include a new feature in software thafs being produced by a 
project you are managing. The deadline for the project is tight, and if you take on the extra work then the project 
will come in late. What BEST describes the first thing that you should do? 

A. Update the project plan to make sure the new feature is included in the project 

B. Tell the CFO that he needs to wait until you're working on the next version, and then submit a change request to 
the change control board 

C . Tell the CFO that the deadline is too tight, and the feature can't be included 

D. Evaluate the impact that the change will have on the project 



3. Which of the following BEST describes the role of the project sponsor? 

A. Assigning work to the project team 

B. Paying for the project 

C. Politically supporting the project inside the organization 

D. Defining the type of organization (matrixed, functional, etc.) 

4. Which of the following is NOT a part of the project management plan? 

A. The lifecycle selected for the project 

B . The level of implementation for each of the processes 

C . The organization's staffing and retention guidelines 

D. Techniques used to communicate with stakeholders 
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r Scope Questions 



5. You're managing an architecture project to design an extension on an existing building. One of the 
stakeholders has been adamant that the plans do not include an interior supporting wall, because she wants to 
be able to reconfigure the floor plan. Where do you document this information? 

A. Project scope statement 

B. Scope management plan 

C . Work breakdown structure 

D. WBS dictionary 



6. You're in the process of talking to the project stakeholders, figuring out what they need, and writing it down. 
Which of the following is a tool or technique that you would use? 

A. Decomposition 

B. Observations 

C. Variance analysis 

D. Inspection 



7. A project manager is analyzing deliverables and subdividing them into smaller, more manageable 
components. This project manager is performing WHICH process? 

A. Control scope 

B. Define scope 

C. Collect requirements 

D. Create WBS 



8. A software project team lead is working with stakeholders to make sure that there's formal, documented 
acceptance of every one of the project deliverables. Which of the following BEST describes the work that she's 
doing? 

A. Performing variance analysis on the cost baseline 

B . Updating the traceability matrix 

C. Structuring and organizing the WBS 

D. Running the software and walking through it with the stakeholders 
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9. You're working on an IT project to setup a development environment, including designing and building a computer 
room, installing the operating systems and software, and performing a security evaluation. You need at least two 
weeks to order the hardware before you can configure it and install the operating systems. Which of the following 
BEST describes this relationship? 

A. Lead 

B. Lag 

C. Finish-to-start (FS) 

D. Start-to-start (SS) 

10. You're planning an IT project to setup a development environment, including designing and building a computer 
room, installing the operating systems and software, and performing a security evaluation. Your project includes three 
different activities that involve three different network technicians splicing ends onto wires in order to build their own 
Ethernet cables, because that's less expensive than buying pre-packaged ones. Every Ethernet cable must be tested 
using a qualification tester. That's an expensive piece of equipment, and there are only a few of them that must be 
shared between all of the technicians in the company. You need to plan your schedule based on the availability of the 
testing equipment. What's the BEST place to find that information? 

A. Staffing requirements 

B. Activity network diagram 

C. Resource calendar 

D. Activity resource requirements 

11. You're working on a IT project to setup a development environment, including designing and building a computer 
room, installing the operating systems and software, and performing a security evaluation. Once the operating system 
on a machine is installed, it needs to be imaged and copied to three identical boxes. Which of the following BEST 
describes this relationship? 

A. Lead 

B. Lag 

C. Finish-to-start (FS) 

D. Start-to-start (SS) 

12. You're working on a IT project to setup a development environment, including designing and building a computer 
room, installing the operating systems and software, and performing a security evaluation. Your team comes up with 
a best-case scenario for the activity that involves ordering and installing the equipment. If everything goes perfectly, 
they feel it will take five weeks. However, they think it's much more likely to take nine. A team member points out that 
on his last project, there was a major equipment delivery delay that cost the project an extra four weeks, and the rest 
of the team agrees that this is a possibility in a worst-case scenario. Use PERT analysis to calculate how long you 
should expect this activity to take. 

A. 5 weeks 

B. 9 weeks 

C. 12 weeks 

D. 13 weeks 
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i- Cost Questions 



13. Which of the following BEST describes funding limit reconciliation? 

A. Comparing your project's budget against the project's reserves 

B. Comparing your project's planned expenditures against the funding constraints 

C. Comparing your project's planned value against the actual costs 

D. Comparing your project's net present value against the internal rate of return 



14. Your project has a budget at completion (BAC) of $75,000, and you need to figure out if you're on 
track to meet it. You know that you've already spent $56,000, and you're 70% done with the project. If 
your project continues expenditures at the current rate, what's the lowest that you can allow your C PI 
to go before you've exceeded your projects budget? 

A. .94 

B. 1.15 

C. 1.43 

D. 1.08 



15. You're managing a construction project to install 7,500 light switches in a new high-rise building. 
You've installed 3,575 of them so far, and you've spent $153,500 of your total budget of $245,000. Which 
of the following is true? 

A. The AC is $153,500, so I'm ahead of schedule 

B. The ETC is $168,995, so I'm within by budget 

C. The CV is $36,880, so I've exceeded my budget 

D. The CPI is .7597, so I'm within my budget 



16. You're managing a construction project, and you're estimating your project's activities using 
a spreadsheet that a consulting company created for you. You have to fill in the dry weight of the 
materials, the number of people required to do the work, the type of building you're working on, and 
other information about the project. Which BEST describes what you are doing? 

A. Parametric estimation 

B. Analogous estimation 

C. Bottom-up estimation 

D. Top-down estimation 
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17. Which of the following is NOT considered when calculating cost of quality? 

A. How much it cost to repair deliverables when they don't meet requirements 

B. The cost of training the team to perform inspections 

C . The cost of working with customers who find problems with the work we delivered to them 

D. The cost of gaining formal acceptance of project deliverables 

18. Which of the following is NOT an example of quality assurance? 

A. Examining the way deliverables are produced to see if processes are being followed 

B. Examining deliverables to see if they meet requirements 

C . Examining a group of deliverables to figure out why they all had the same defect 

D. Examining the company's documentation on how processes are to be performed 



19. Which of the following BEST describes a situation where statistical sampling is appropriate? 

A. You just got a shipment of 50,000 parts, and you need to figure out if enough of them are within tolerances to be 
used on your project 

B. You need to figure out which defects are critical, and which can be delivered to your customer and repaired 
later 

C. You need to use the Rule of Seven on a control chart 

D. You need to determine if your project is ahead of schedule and within budget 



20. You're planning your project's quality activities. You know that as you go through your project, your team 
will find lots of ways to improve the way your company does work in the future. You need a way to handle that 
information in a systematic manner. What document is BEST used to plan for this? 

A. Quality checklist 

B. Process improvement plan 

C. Quality management plan 

D. Quality metrics 
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21. A project manager working in a projectized organization is putting a team together to 
perform a project. Which of the following is NOT a tool or technique that might be used to do 
this? 

A. Co-location 

B. Virtual teams 

C. P re-assignment 

D. Negotiation 



22. A project manager is building her team. She notices that team members are not 
collaborating efficiently, and she is concerned that this is leading to a destructive 
environment. Which of the following BEST describes the state that the team is in? 

A. Norming 

B. Forming 

C. Storming 

D. Performing 



23. A project manager is running into trouble with his team, because they always come to 
meetings late. Which of the following is MOST LIKELY to be the cause of this problem? 

A. The team resents the work that they're doing 

B. The project manager needs to schedule meetings later in the day 

C . The project manager was late to meetings himself, and this influenced the team 

D. The team is in the storming phase of team development 



24. A project manager for a software project is well-regarded by people in her company as an 
expert programmer. She has an especially good reputation among the senior managers of the 
company. The CTO of the company tells her that any time she runs into trouble, he'll back up 
any decision that she makes- and everyone on the team admires the CTO, and they have a lot 
of loyalty to him. Which BEST describes the power the project manager is exerting? 

A. Reward power 

B. Expert power 

C. Punishment power 

D. Referent power 
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25. Bob and Sue are stakeholders in your project. Sue is in the high-power, low-interest quadrant of the Power/ 
Interest grid. Bob is in the low-power, high-interest quadrant. Which of the following BEST describes the 
approach you should take: 

A. Sue needs to participate in every important meeting, while Bob needs to have his opinion heard in those 
meetings 

B. You need to make sure that Bob is on the change control board, but Sue only requires minimum effort 

C. You need to go out your way to satisfy all of Sue's needs, while Bob has to be kept in the loop on important 
decisions 

D. Sue needs to be managed closely, and Bob must be kept satisfied by making sure he feels his needs are being 
met 

26. A project manager is analyzing the communications requirements for a project. There are six team members, 
four stakeholders, and two subcontractors. He needs to find the number of potential communication channels. 
How many channels are there? 

A. 13 

B. 55 

C. 66 

D. 78 



27. You're about to close your project, when you are surprised to get an email from someone you've never 
spoken to before. He is very angry, because he's directly impacted by your project, and there are specific things 
he needs from it and you aren't delivering those things. Which BEST describes the root cause of this problem? 

A. You did not manage communications effectively 

B. You did not identify a project stakeholder 

C. You did not encode your communications 

D. You did not have a stakeholder management strategy 



28. You are in the process of making relevant information available to your project's stakeholders. Which of the 
following is NOT a tool or technique that you would use? 

A. Hard copies of documents inter-office mailed to stakeholders 

B. Power/interest grid that includes all stakeholders 

C. Conference calls with stakeholders 

D. An online folder that contains project documents 



680 Chapter 14 



check your knowledge 

,_ Risk Questions 



29. A project manager is analyzing project risks by using quantitative techniques to assign 
a numeric value to each of those risks. Which of the following tools and techniques is NOT 
used for this? 

A. EMV analysis that uses a decision tree 

B. Sensitivity analysis to determine which risks pose the biggest threat 

C . A probability/impact matrix that assigns numeric values to each risk priority 

D. A simulation that runs through many different project scenarios 



30. One of your construction project team members warns you that your concrete supplier 
caused serious delays in his last project because he delivered the wrong kind of concrete. 
You discuss it with the team, and decide that you need to accept the possibility that this will 
happen. But you make back-up plans with an alternate provider by putting a down-payment 
on an emergency shipment, just in case. This is an example of: 

A. Avoidance 

B. Transferrance 

C. Mitigation 

D. Acceptance 



31. A project manager is forced to dip into his management reserve. Which of the following is 
the MOST LIKELY cause of this? 

A. One of the risks on the risk register caused a budget overrun 

B. The project went over budget because the project manager miscalculated his forecast 

C . A risk that was never planned for occurred 

D. The team's estimates were incorrect 



32. Your software project team informs you that another team working at the company built 
a tool that will save three weeks on the project. You ask the other team's project manager to 
have his team members share the tool with your team members. Which BEST describes this 
strategy? 

A. Exploiting 

B. Sharing 

C. Enhancing 

D. Accepting 
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33. A project manager is in trouble because he took on a contract that overran its budget, and now he has to eat 
the cost out of his own budget. Which of the following BEST describes his contract? 

A. Time and materials 

B. Fixed price 

C. Cost plus incentive fee 

D. Cost plus percentage of cost 



34. A project manager for a software project hires a subcontractor to build a module that will be used in the rest 
of the project. When it's time to integrate that module into the rest of the code, there are serious quality problems. 
The subcontractor claims that the module meets its requirements, but the project manager's lead developer 
says that the requirements have clearly been violated. The contract is unclear about how to handle the situation. 
Ifs clear that the contract needs to be amended to indicate a solution, but there is no agreement on the exact 
wording of the change. What BEST describes the next step for the project: 

A. The buyer and seller must proceed to claims administration 

B . The buyer should file a lawsuit against the seller 

C. The buyershould conductan audit of the seller 

D. The buyer and seller must adhere strictly to the wording of the contract 



35. A buyer and seller have a teaming agreement. Which of the following BEST describes their relationship? 

A. The seller and buyer both have team members on every project team 

B. The buyer can dictate the structure of the seller's project teams 

C. The seller is free to dictate deliverables and contract terms 

D. The seller has input into project decisions, and representation in the buyer's management structure 



36. You're a project manager planning a project that requires that you hire a contractor. Before you can find 
sellers, you need to develop a document defines the portion of the work that the contractor will do. Which of the 
following is NOT true about this document? 

A. It's based on the project scope baseline 

B . It includes exact specifications for the deliverables the contract will produce 

C . Its terms are either fixed-price or cost reimbursable 

D . It must completely define the work that the contractor must do 
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Great job! It looks like you're almost ready 

If you've read all the chapters, done all the exercises, and taken all of the practice 
questions, then you have a solid grasp on the material for the PMP® exam. You're 
almost ready to get certified! By the way, don't worry if you didn't get some of the 
questions on the past few pages. This was really hard stuff — some of it was even 
harder than the PMP exam. Remember, a great way to prepare is to write your 
own Question Clinic-style questions for anything that's giving you trouble. 



So i-f you did get them, 
you should -feci very 
proud of youv-sel-P / 



Here are some final tips to kel 



i 



Make sure to get a good night's sleep 
before you take the PMP exam. And 
make sure you eat something! It can 

take up to four hours to complete the exam. 
That's longer than you expect, and you don't 
get a snack break. 



4 



tke day of tkc 

/ouVe never show* a list . 
always easier -to v-e-Per bad to the list yo7<*Yate 
W* memory be-Pore you start taking the exa*, 



p you on the day ot the exam. 

Sihde you Ve »ever show* a list of -Portias, it 



Don't click avoay from that tutorial yet! 

You'll get some sheets of scratch paper to use. 
Write down every formula before you click 
the button to start the exam. That way they'll 
be there for the questions that need them — and 
you won't be nervous about forgetting them. 



2 



The first thing you see when you sit down to 
take the computerized version is a 15-minute 
tutorial on how to use the software. You won't 
need much time to go through it, because the 
software is very intuitive. 
Use this time to relax. 



5 



The exam software lets you mark a question 
for review. If you're at all unsure of a 
question, mark it. Sometimes a later 
question will help trigger your memory, so 
when you come back to it, the answer will 
suddenly "come" to you. This really works! 



3 



Seriously. Relax. Everyone taking the 
exam gets jittery. A good thing to do is 
look at the 15-minute countdown timer for the 
tutorial and breathe. Take a whole minute and 
use it to breathe. If your heart is still pounding, 
take another minute. You'll be glad you did. 



6 



Don't get too stuck on a question as 

you're going through — better to take your best 
guess, mark it for review, and move on. You 
can go back to it as many times as you need. 
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Process Magnets Solutions 

Can you put all of the processes in the right knowledge areas? 

Give it a shot — and while you're at it, see if you can put them inside each 

knowledge area in the order that they're typically performed on a project. 



Integration Scope 



Ti 



ime 



Cost 



Develop Project 
Charter 




J I Estimate Costs 




Quality 



\ \ Plan Quality 



Perform Quality 
Assurance 



3 



3, Perform Quality 
I Control 
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Human 
Resources 



Communications Risk 



2 f Acquire 
1 project Team 




Procurement 



1 




Conduct 
Procurements 



3i Administer 
Procurements 



Close 
Procurements 



: 
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Processcross Solutions 
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These questions are all about specific things that you're likely to see on the exam. They're drawn 
from many different knowledge areas. Take some time and try to answer all of them- remember, 
ElXGRCISQ these are a little harder than questions you'll see on the exam, since they're not multiple choice! 



1. What's it called when you bring your stakeholders together 
at the beginning of the project in order to figure out how 
everyone will communicate throughout the project? 

kickof f meeting 

2. What do you call the point in a fixed-price contract where 
the seller assumes the rest of the cost? 

point of total assumption 

3. Which conflict resolution technique is most effective? 

problem-sol ying or confronting 

4. What's the range for a Rough Order of Magnitude 
estimate? 

-50£ to +50£ 

5. Which contract type is best when you don't know the 
scope of the work? 

.t|«e^ materials 

6. What are you doing when you add resources to the critical 
path in order to shorten the schedule? 

crashing the schedule 

7. Which management theory states that employees can't be 
trusted and need to be constantly monitored? 

.M c ^ rc .9°r! s .Th e . o . r Y. x 

8. What are the top three causes of conflict on projects? 

resources, priorities, and schedules 

9. Customer satisfaction is part of which knowledge area? 

quality management 

10. Which type of power is typically unavailable to project 
managers in a matrixed organization? 

legitimate power 



11. Which form of communication is always necessary 
whenever you are performing Procurement processes? 

fprmaj written 

12. What's it called when you add up the costs of inspection, 
test planning, testing, rework (to repair defects 
discovered), and retesting? 

cost of quality 

13. What are the three characteristics of a project that 
differentiate it from a process? 

??wporary, unique, and progressively elaborated 

14. Where would you find out details about a specific work 
package, such as an initial estimate or information about 
what account it should be billed against? 

WW dictionary 

15. What do you do when you and your team can't identify a 
useful response to a risk that you've identified? 

accept it 

16. What do you decompose work packages into before you 
can build your schedule? 

activities 

17. What's the float for any activity on the critical path? 

zero 

18. What percentage of a project manager's time is spent 
communicating? 

90% 

19. What should you do with the factors that cause change? 

try to influence them 

20. Which two types of estimate require historical 
information? 

analogous and parametric 
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how sharp's your pencil? 

Sharpen your pencil 




n i'i. You'll definitely get a bunch of calculation questions on the exam. 

vQIU tlOtl Luckily, you've got a handle on them! Here's your chance to get a 

little more practice. 

1 . How many lines of communication are there on a project with nine people (including the project manager)? 

The -formula -for # lines o\ Communication is: 4f lines — n * (n - I) -§- Z 
So # lines — ^x(*}-l)-i-Z — *} X 8 "I" Z — 3& lines of Communication 

2. Your project has a budget at completion of $250,000. You've completed half of the work, but your schedule 
says you should have completed 60% of the work. Calculate PV and EV. 

The formulas are: PV - BAC * Scheduled % Complete EV - BAC * Actual % Complete 

So -the a*swcs are: PV - ?Z50,000 x ±0% - \\50fiOO EV - ?Z50,000 x 50% - {115,000 

3. Your project has a BAC of $7,500. Your scheduled % complete is 35%, but your actual % complete is 30%. 
Calculate the SPI. What does that SPI tell you about your project? 

The -formula is: SPI - EV 4- PV So -first calculate EV and PV: EV - flfiOO * 10% - f Z,Z$0 
PV - ftfioo * 15% - f Z>Z$ 

Now calculate SP|: SPI - 11,150 4- jl,i>15 - .#> Since SPI is lower than I, your project is behind schedule- 

4. You're managing a project with a team of eight people, plus you (as the project manager), when you added 
an additional four team members. How many additional lines of communication were added? 

We already -figured out the team o\ °i people in question I— you nave 3& lines o\ Communication. The new team 
has -four more team members, or a total o-f IZ, so # lines — I3x(l3-I)-|-Z — 13 x IZ -f- Z — 73 lines 
So the number o£ lines added are 73 lines - 3& lines — ^Z lines o£ Communication 

5. You've got a project with a budget of $500,000. Your project is 75% complete, and you have spent $400,000 
so far. Calculate the EAC and ETC. What does that tell you about the project? 

The -formulas a^ EV - BAC * % complete CPI - EV 4- AC EAC - BAC -§- CPI a^d ETC - EAC - AC 
First calculate EV - J500,000 * 15% - 1115,000 then calculate CPI - 1115,000 4- froO,000 - /fr 

Now you ta^ calculate EAC - ?500,000 4- /ft- =. fcjtfIS and ETC - J5llfll5 - froO,000 - /|*I,1I5 
This means that you should expect to spend about fttlflK be-fore the project ends. 

6. You've identified two risks and an opportunity for your project. Risk A has a probability of 35% and a cost of 
$500. Risk B has a probability of 60% and a cost of $750. Opportunity C has a probability of 1 0% and a value 
of $1 ,000. What's the total EMV of Risk A, Risk B, and Opportunity C? 

To calculate EMV add up the individual probabilities multiplied by tosh (negative) or values (positive). 
EMV - (35 * J,500) + UO x -J150) + UO * flfiOO) - -J515 

7. Your project has a CPI of 1.2 and an EV of $150,000. Calculate the actual cost of the project so far. 

The -formula is: CPI - EV 4- AC First -fill in what we know: \.% =l jl$0,000 4 AC 
Now -flip it aro^d: AC - jl50,000 4 I.Z - 1115,000 
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LB. 

Since this question is asking about the company's operating environment, it's really asking you to figure out which of the 
answers is not an enterprise environmental factor. Marketplace conditions, government standards, and political climate 
are enterprise environmental factors, but forecasts aren't-that's a Cost Management output. 

2.D. 

Whenever your project's scope changes, that means you need to put your project through change control. That doesn't 
necessarily mean that you need to have your team change the way they'll work, or reject the change outright. The first 
step in evaluating any change is understanding the impact that it will have on the project. 



3.B. 

The main role of the sponsor is to provide funding for the project. That's why the sponsor is an important stakeholder. 
However, the sponsor does not necessarily have a specific role on the project beyond paying for it. 




That doesn't *ea* that the sponsor u* t also 
be involved m those other things. A sponsor 
v/ho's paying &>r a Project also wants it to 
sutteed, and Will <*te* -Pill other roles on the 
project as well. 



4.C. 

When you put together your project management plan, one of the first things that you do is select a project methodology 
(or lifecycle), and determine exactly how each of the processes will be implemented. Your communications management 
plan will definitely have specifics about how you communicate with your stakeholders, because that's a really important 
part of managing a project. But your project management plan doesn't typically include your company's policies. For 
example, guidelines about how your company hires and retains staff are usually set by an HR department, and they 
generally don't vary from project to project. 



t 



StaWing and retention guidelines ^t an 
example o-f one o-f your Company's polities, and 
polities art Enterprise Environmental folbovs. 
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5. A. 

This stakeholder wants to exclude something from the scope, and project exclusions- which identify what is out of 
scope for the project-should always be documented in the Project Scope Statement. (You might also consider it a 
constraint — technically, it's both- but constraints are also documented in the ProjectScope Statement.) 







6.B. 

When you're talking to project stakeholders and documenting their needs, you're collecting requirements. "Observations" 
is a technique used in the Collect Requirements process. And that makes sense-you often need to observe people 
doing their jobs in order to figure out how they'll use your project's deliverables. 



7.D. 

When a project manager analyzes deliverables and subdivides them into smaller components, he or she is using 
Decomposition, which is the only tool or technique in the Create WBS process. 



8.D. 

When a project team lead- who, in this case, is acting as the project manager- is gathering formal acceptance of 
deliverables, she is performing the Verify Scope process. That process only has one tool or technique- Inspection- 
and a walkthrough is a very common way to inspect a deliverable. 
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9. A. 

When one activity (such as ordering hardware) must take place a certain amount of time before another activity (installing the 
operating systems), that's called a lead. 



10. C. 

The resource calendar has information on which resources- which includes equipment and material, as well as people-are 
available at specific times. You'll typically use it to estimate resource utilization, which you'll need to do when you're building the 
schedule for this project. 



Did you think that the resource calendar only applied to human 
resources? /\ h y st &tt piede o( equipment is also a resource, and 
you tan *sc a resource calendar to make suv-e it's available when 
youv- team needs it 



11. C. 

A Finish-to-Start (FS) relationship is the most common sort of predecessor that you'll see in a project schedule. That's what you 
call it when one activity (imaging the machine) starts as soon as another one is finished (the operating system is installed). 



12. C. 

This question is asking you to apply the PERT analysis three-point estimate. The optimistic estimate is 5 weeks, the most likely 
is 9 weeks, and the pessimistic is 13, so the three-point estimate is (5 + 4x9 + 1 3) -5-6 = 9 weeks. 
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13. B. 

Funding limit reconciliation means checking the project's expenditures— how much you've already spent— against any limits that 
your company has on the commitments of funds. Companies typically don't allow project managers to throw unlimited amounts 
of money at the project, so this makes sure that the project can be done within the company's guidelines... so you can catch 
cost overruns before you've spent more than you're allowed to spend! This is how you know you haven't blown your budget- by 
comparing it against the hard limits set by your company. 



14. B. 

When you're asked to figure out the lower limit of your CPI to keep your project within its budget, you're begging asked to 
calculate the to-complete performance index (TCPI). If you've gota BAC, an AC, and a % complete, then you know enough to 
compute the EAC, so you should use the formula TCPI = (EAC - EV) + (EAC - AC): >. y his | ooks 

E V = BAC x Actual % Complete = $75,000 x 70% = $52,500 / like a lot o( 

AC = $56,000 s ° as lon 5 * 1™* C? [ *?** *> I ***, but «*e 

below 1.15 \or the v-est ok the > you break it 

CPI = EV + AC = $52,500 + $56,000 = 0.9375 ■ ,„ ^ ^ you , budyt f J^ ^ a|| 

EAC = BAC + CPI = $80,000 ) -fermulas that 

TCPI = (EAC - EV) + (EAC -AC) = ($80,000 - $52,500) + ($80,000 - $56,000) =(Tl5) / you k^ow. 



15. D. 

The first step in figuring this out is to figure out the Actual % Complete, which you can do by figuring that you've installed 3,570 
of the total 7,500 lightswitches, or 3,570 + 7,500 = 47.6%. Then you can use the formulas, which show you that CPI is .7597, 
telling you that you're within your budget: 

Actual % Complete =47.6% 

AC =$153,500 (but since this doesn't tell you anything about your schedule, answer A is incorrect) 

E V = BAC x Actual % Complete = $245,000 x 47.6% = $116,620 

C V = E V - AC = $116,620 - $153,500 = -$36,880 - since the C V is negative, you're below your budget (so answer C is 
incorrect- the CV in this case is negative) 

CPI = EV + AC = $116,620 + $153,500 = .7597 

EAC = BAC + CPI = $245,000 + .7597 = $322,495 

ETC = EAC - AC = $322,495 - $153,500 = $168,995 (which doesn't actually tell you whether or not you're within your 
budget, so answer B is incorrect) 

16. A. 

A really common way of doing parametric estimation involves entering numbers into a spreadsheet that performs calculations 
based on historical data gathered from previous projects. 
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17. D. 

Gaining formal acceptance of project deliverables is part of Scope Verification, which is NOT a quality activity, so it's not 
part of the cost of quality. All of the other answers involve costs incurred in either finding defects or dealing with them once 
they've been found, and that's all part of cost of quality. 



18. B. 

When you're performing quality assurance, that means thatyou're looking atthe way thatthe people are doing their jobs. 
Often, it means thatyou're taking a step back to look at the big picture: if many defects have the same root cause, if all of 
the processes are documented, and if they're being followed properly. However, if you're looking at individual deliverables, 
then you're doing inspection, which is part of quality control, not quality assurance. 



( 



A lot <£ bit t.mc, whe» youVc ferWmft ^alifc/ 
assume, youYc lookw* at 0*$*** ?«**"* a " d 

v\oi jus-t frojefrts. 
19. A. 

Statistical sampling helps you make decisions about a large number of items without having to look at every single one of 
them. 



20. B. 

The process improvement plan is a plan that you build as part of the Plan Quality process that helps you improve the 
way your company does its work. This is what you use to help your team think "outside" of your project, and look at the 
company's overall process or methodology for doing projects. 
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21. A. 

Co-location means having most or all of your team members working in the same location. This is an 
important tool for running a team, but the question is asking about acquiring a team. Virtual teams, 
pre-assignment, and negotiation are all tools and techniques of Acquire Project Team. 



22. C. 

Many teams go through five stages of development: forming, storming, norming, performing, and 
adjourning. The storming stage occurs early on in team development, before the team members 
are really comfortable with each other or the work. During this stage, they often have trouble 
collaborating, and are not necessarily open to each others' ideas. 



23. C. 

One of the most important interpersonal skills that a project manager has is influencing, and leading 
by example is a very effective way to do this. But when a project manager sets a bad example, it is 
almost certain to be reflected in the behavior or attitude of the team. 

Even i-f the "team is in the stov-minj phase ok team 
development they should still be e*pe£ted to ati in a 
professional manner - and this includes shov/inj up to 
meetings on time- 

24. D. 

Referent power means that you have the power or ability to attract others and build loyalty. One 
effective way that people often wield referent power is to take advantage of the loyalty that the team 
already has to someone high up in the company- in this case, the CTO. 
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25. C. 

Since Sue is in the high-power, low-interest quadrant, she needs to be kept satisfied. This means that she has to feel that 
her needs are actually being met, but since she's not following the project on a day-to-day basis, the only way you can 
do that is by delivering a final product that meets those needs. Bob is low-power, high-interest, so he needs to be kept 
informed. This means that he needs to feel like he's constantly in the loop on important decisions, even if he won't actively 
betaking part in them. 



26. D. 

This is a basic "lines of communication" problem— you need to figure out how many people are communicating. In this 
case it's 6 team members, 4 stakeholders, 2 subcontractors... and don't forget the project manager! That's 6 + 4 + 2 + 1 = 
13 people. The formula is n(n -1) + 2 = 13(12) + 2 = 78. 



27. B. 

The definition of a stakeholder includes "anyone who is directly impacted by your project." That means this person is a 
stakeholder! Since you never spoke to this person, you failed to identify him as a stakeholder, and as a result you did not 
meet his needs. 



Tools and tethni<\ues like d stakeholder 
management strawy or stakeholder pister 
are yeat, but they don't work well \\ you 
haven't identified all o£ the project's 
stakeholders. 




28. B. 



When you're making relevant information available to your project's stakeholders, you're performing the Distribute 
Information process. The power/interest grid is a useful tool, but it's not part of Distribute Information. 
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29. C. 

The question asked for "quantitative techniques," which means that it's asking about tools and 
techniques in the Perform Quantitative Risk Analysis process. Even though the probability/impact 
matrix assigns numbers to risks, it's not a one of those tools and techniques- in fact, it's not a 
quantitative technique at all! It's a qualitative technique, because it's used for prioritization and 
categorization. 



30. C. 

This is an example of risk mitigation, because you are taking steps to deal with the problem just in 
case it happens. 

^ Did the word "attept" throw you? Make sure that you always 
^^ read the whole question, Br\d don't just take a sin jle word out 
of donte*t.' 

31. C. 

The management reserve is the part of the budget reserved for unplanned risks. If a risk was on the 
risk register, it was planned for, and the contingency reserve is used to pay for it. In this case, since 
the management reserve was used, that means the risk wasn't planned for at all. 



32. A. 

When the other team built that tool, that presented an opportunity. Asking the team to share the tool 
with you is your way of taking advantage of it. That's called exploiting the opportunity. 

Even though -the word "share" appeared in -the question, sin*e 
only one party-your tea J-is benefiting 4Vor» the action, 
you re exploiting the opportunity, not sharing it Sinde your use 
o\ the tool doesnt benefit the other tear, at all, this isn't ^ 

opportunity \o>r them. 
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33. B. 

The fixed price contract is the riskiest type of contract that a seller can take on. When the project's costs exceed the price 
of the contract, the seller has to pay for the overrun. 



( This is usually bad -Por the buyer, -too' 

V- Contracting works best when it's a win-win 
situation -Por both the buyev- and the seller. 



34 A. 



Claims administration is what you do when there are contested changes to the contract, and the seller and buyer can't 
reach an agreement on the change. Any time you see a dispute or appeal between the buyer and seller and there's no 
clear resolution, that's where claims administration comes into play. 



35. D. 

When a buyer and seller have a teaming agreement, the seller acts as a partner with the buyer. It's not just a typical 
"here's the terms, you go off and do the work" relationship that a lot of sellers and buyers have. Instead, the buyer asks for 
the seller's input, and makes the seller an active part of the management of the project. 

When a seller works on a project with teaming agreement, the team members ^ 
-Prom both the buyer's and seller's teams usually have a lot o-P mutual respect / 
-Por each other. That's why this is a really elective way to do procurement- 



36. C. 

A document that defines the portion of work the contractor will do is the procurement statement of work (SOW). It's a clear, 
concise, unambiguous and complete document that describes the work that must be done, and can include specifications 
of deliverables. But it doesn't include contract terms- those terms are part of the contract itself. 
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ractice PMP exam 




Bet you never thought you'd make it this far! its been a long journey, 

but here you are, ready to review your knowledge and get ready for exam day. You've put 
a lot of new information about project management into your brain, and now it's time to 
see just how much of it stuck. That's why we put together this 200-question PMP practice 
exam for you. It looks just like the one you're going to see when you take the real PMP 
exam. Now's your time to flex your mental muscle. So take a deep breath, get ready, and 
let's get started. 
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What you'll sec oh the PMP Exam 

Take a minute to think about everything you've learned. There's a lot of 
information, and it covers all the stuff you do over the course of your entire project 
and your professional life. So what's the best way to focus all that information? By 
taking a minute to think about the exam objectives. If you know what the test is 
driving at, it will help you answer questions correctly. And knowing how the exam 
is broken down will help make sure that there won't be any surprises on exam day. 



T\\ect art s\* 
pev-fov-manfce domains* and 
catn o-C them is divided 
i»to tasks, fcatn ok the 
tasks tan span several 
pv-ofcesses. 



a 



11% 



23% 




Initiating 
process group 



S Conduct Project Selection 
Methods 

s Define Scope 

S Document Project Risks, 
Assumptions, and Constraints 

S Identify and Perform 
Stakeholder Analysis 

S Develop Project Charter 

S Obtain Project Charter 
Approval 



m proce 



Planning 
process group 



Define and Record 
Requirements, Constraints, 
and Assumptions 

Identify Project Team 
and Define Roles and 
Responsibilities 

Create the WBS 



This ,s where you ,e tested o» everything 
that has to do with getting a P ,ojLt u P a»d 

you, stakeholders, a»d understanding how lour 
organ.zation handles projects. 7 



S Develop Change 
Management Plan 

S Identify Risks and Define 
Risk Strategies 

S Obtain Plan Approval 

S Conduct Kick-off Meeting 



i 



and vitot should be •* them. 



Would you rather take this practice exam(q ffline? ) 
Try the free Head First PMP online exam simulator! 



http://www.headfirstlabs.com/PMP/free_exam/ 



27% 
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Executing 

process 

group 



S Execute Tasks Defined in 
Project Plan 

S Ensure Common 
Understanding and Set 
Expectations 

S Implement the Procurement 
of Project Resources 

S Manage Resource Allocation 

S Implement Quality 
Management Plan 

S Implement Approved 
Changes 

S Implement Approved Actions 
and Workarounds 



/ 



Improve Team Performance 

A 

This is where "the work 
happens, bu-fc it also \uLdcs 

a lo-t o( ih-fovma-tioh abou-t 
tohjhradts. That's why it's the 
Ycrtomaue domain with the 

«*ost <\uestio*s. 
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Watch it! 



Uh-oh - the PMP® exam spec isn't out yet! 

This edition of Head First PMP went to press in June 2009 in order to coincide with 
the new version of the PMP® Exam released in July 2009. As of this time, the most 
recent version of the PMP® Examination Specification was published in 2005, and 
this exam conforms to that specification. That's why so many people who have 
passed the PMP exam using Head First PMP have told us that the real exam is very similar to 
this one. As soon an updated spec is published, we will release an updated version of this exam. 
You'll always be able to get the most up-to-date version of this exam as a free PDF download 
from the Head First Labs website. ► http://www.headfirstlabs.com/hfpmp 



21% 




Monitoring 
fr Controlling 
process group 



S Measure Project Performance 

S Verify and Manage Changes 
to the Project 



k 



Sit 



Closing 
process 
group 



9 



Professional 
& Social 
Responsibility 



Conform to Quality 
Standards 




S Obtain Final Acceptance for 
the Project 



S Obtain Financial, Legal, and 

,, - r . . r , .. . . Administrative Closure 

S Ensure Project Deliverables / his is wher 

Vou sec d\\ ^ R e l ease Project Resources 

jW cached s Identify Document, and 
df£ulatioK Communicate Lessons 



S Monitor all Risks 



^ucs-ti, 



iov\s. 




Learned 

S Create and Distribute Final 
Project Report 

S Archive and Retain Project 
Records \^\^A 



S Ensure Individual Integrity 

S Contribute to the Project 
Management Knowledge 
Base 

S Enhance Personal 

Professional Competence 

S Promote Interaction Among 
Stakeholders ^k 

? ^&* ****** 



S Measure Customer \p \cy\o>w 
Satisfaction 



a\\ 






PMI doesn't keep it a secret! 

They publish a specification for the exam. It's 
called the Project Management Professional 
(PMP®) Examination Specification, and you 

can buy it from the "Bookstore" section of the 
PMI website. It's got a lot more details than what 
we put on this page— this is just the broad strokes. 
But we were careful to stick closely to the spec 
when we created this final exam. 



?ro dutt,a« d 



OVA 



? voy 



{ tti- 



The exam lasts 4 hours, and 

It has 200 questions. Only 

1 75 of those questions count 

towards your grade— the 

other 25 are used by PMI for 

research. The categories on 

these pages show how those 

1 75 questions break down. 



Okay, enough talk. Let's get to 
the questions! ^^^^^^^^^ 
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1. Which of the following is NOT true of obtaining project plan approval? 

A. Until you obtain plan approval, you don't need to put changes to it through change control 

B. Change control makes sure that only approved changes can make it into the approved plan 

C. Only one person needs to approve the Project Management Plan and that's the Project Manager 

D. It's important for the entire team to buy into the Project Management Plan for it to be successful 

2. J oe is a project manager on an industrial design project. He has found a pattern of defects occurring in all of 
his projects over the past few years and he thinks there might be a problem in the process his company is using 
that is causing it. He uses Ishikawa diagrams to come up with the root cause for this trend over projects so that 
he can make recommendations for process changes to avoid this problem in the future. What process is he 
doing? 

A. Plan Quality 

B. Perform Quality Assurance 

C. Perform Quality Control 

D. Qualitative Risk Analysis 

3. Which of the following shows roles and responsibilities on your project? 

A. Bar chart 

B. Resource histogram 

C. R AC I matrix 

D. Human Resource Management Plan 

4. Brandi is a project manager on a software project. About halfway through development, her team found that 
they had not estimated enough time for some of the technical work they needed to do. She requested that the 
new work be added to the scope statement and that the time to do the work be added to the schedule. The 
change control board approved her change. What's her next step? 

A. Update the scope and schedule baselines to reflect the approved change 

B. Start doing the work 

C. Gather performance metrics on the team's work so far 

D. Perform Quality Assurance 

5. Your project has a virtual team. Half of your team members are located in another country, where they are 
working for a subcontractor. You want to promote the top performing foreign team member to a leadership 
position, but you are told by the other team members that women are not allowed to hold positions of authority. 
When you bring it up with their manager, you are informed that it is the subcontractor's policy not to promote 
women, and that in their country, it is culturally considered offensive for a man to take orders from a woman. 
What is the BEST way to respond to this situation? 
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A. Inform the subcontractor that they must adopt a non-discriminatory policy or you will be 
forced to terminate the contract and find a subcontractor that does not discriminate against 
women 

B. Do nothing, because discrimination against women is a cultural norm in the subcontractor's 
country 

C . Request that the team attend sensitivity training 

D . Promote another team member, but find a different way to reward the woman for her work 

6. Which of the following is NOT a source of information about specific project constraints 
and assumptions? 

A. The project scope management plan 

B. Requirements documentation 

C . The project scope statement 

D. The scope baseline 

7. When do you perform stakeholder analysis? 

A. When managing communications on your project 

B. When developing the project charter 

C . When creating the project management plan 

D. When putting changes through change control 

8. A team member approaches you with a change that could cut your schedule down by a 
month. What is the first thing you should do? 

A. Write up a change request and see if you can get it approved 

B. Make the change; it's going to save time and nobody will wantthe project to take longer 
than it should 

C . Figure out the impact on the scope of the work and the cost before you write up the change 
request 

D. Tell the team member that you've already communicated the deadline for the project, so 
you can't make any changes now 

9. When are the most expensive defects most likely to be introduced into a product? 

A. When the product is being assembled 

B. When the product is being designed 

C. When the quality management plan is being written 

D. When the product is being reviewed by the customers 
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10. You are the project manager for a railroad construction project. Your sponsor has asked you for a forecast 
for the cost of project completion. The project has a total budget of $80,000 and C PI of .95. The project has spent 
$25,000 of its budget so far. How much more money do you plan to spend on the project? 

A. $59,210 

B. $80,000 

C. $84,210 

D. $109,210 

11. Which of the following best describes decomposition? 

A. Waiting for a task to expire so that it can break down into smaller tasks 

B. Taking a deliverable and breaking it down into the smaller work packages so that it can be organized and 
planned 

C. Categorizing work packages 

D. Dividing work packages into deliverables that can be planned for 

12. Which is the BEST definition of quality? 

A. A product made of very expensive materials 

B. A product made with a lot of care by the team who built it 

C . A product that satisfies the requirements of the people who pay for it 

D. A product that passes all of its tests 

13. In which plan do you define the processes that will be used to keep people informed throughout the project? 

A. Staffing Management Plan 

B. Project Management Plan 

C. Schedule Management Plan 

D. Communications Management Plan 

14. Which enterprise environmental factor defines how work is assigned to people? 

A. R AC I matrix 

B. Project Management Information System (PMIS) 

C. Resource histogram 

D. Work authorization system 

15. You are currently performing the Conduct Procurements process. You are considering two bids from 
companies on your qualified sellers list. Your project is on a tight budget, and you have been instructed by senior 
management to consider the cost over any other criteria. You used the company that submitted the lower bid on 
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a previous project, and you were not happy with their work. The company that submitted the 
higher bid has a reputation for treating their clients well, flying project managers first class, 
and giving them accommodations in five-star hotels. What is the BEST way to handle this 
situation? 

A. Select the company with the lowest bid 

B. Give the manager at the company with the higher bid information that will allow him to tailor 
his bid so that it better meets your needs 

C . Rewrite the RFP so that the company with the lowest bid is excluded 

D. Select the company with the higher bid 

16. Which of the following is not a tool or technique of the Perform Quality Control process? 

A. Inspection 

B. Quality audits 

C. Pareto charts 

D. Statistical sampling 

17. A project manager is working in a country where it is customary to pay the police for 
private protection services. The project manager's supervisor tells him that in another 
country, that would be considered a bribe. What is the BEST way for the project manager to 
proceed? 

A. Do not pay the police for private protection services, because that would be a bribe 

B. Pay the police for private protection services, because it is customary in the country they 
are operating in 

C. Consultthe Cost Management Plan about payment 

D. Ask the supervisor for guidance 

18. Which conflict resolution technique is most effective? 

A. Withdrawal 

B. Compromise 

C. Smoothing 

D. Confronting 

19. Which of the following is NOT an input to Perform Quality Control? 

A. Deliverables 

B. Work Performance Measurements 

C. Quality Checklists 

D. Validated Changes 
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20. You have just delivered a product to your client for acceptance, when you get a call that some features they 
were expecting are missing. What's the first thing you should do? 

A. G et your team together and reprimand them for building a product that doesn't meet user expectations 

B . Tell the client that the product passed all of your internal quality inspections and scope verification processes, so 
it must be fine 

C. Tell the team to start building the missing features into the product right away 

D. Call a meeting with the client to understand exactly what is unacceptable in the product and try to figure out 
what went wrong along the way 

21. You are managing a software project. You are partway through the project, and your team has just delivered 
a preliminary version of part of the software. You are holding a weekly status meeting, when one of the team 
members points out that an important stakeholder is running into a problem with one of the features of the 
current software. The team member feels that there is a risk that the stakeholder will ask for a change in that 
feature, even though that change would be out of scope of the current release- and if the stakeholder requests 
that change, there is a high probability that the change control board would approve the change. What is the 
BEST action to take next? 

A. Mitigate the risk by asking a team member to get familiar with the feature of the software that might be changed 

B. Schedule a meeting with the stakeholder to discuss the risk 

C . Add the risk to the risk register and gather information about its probability and impact 

D. Add the risk to the issue log and revisit it when there is more information 

22. Tom is the project manager of an accounting project. He has just finished defining the scope for the project 
and is creating the WBS. He goes to his organizational process asset library and finds a WBS from a past project 
to use as a jumping off point. Which of the following describes the asset that Tom is using? 

A. Decomposition 

B. Delphi Technique 

C. Brainstorming 

D. Templates 

23. Which of the following BEST describes the main purpose of the project charter? 

A. It authorizes the project manager to work on the project 

B . It identifies the sponsor and describes his or her role on the project 

C . It contains a list of all activities to be performed 

D. It describes the initial scope of the work 

24. You are the project manager for a software development project. When you need to get staff from the 
manager of the QA department, he suggests a few test engineers with performance problems for your team. 
Which is the BEST response to this situation? 
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A. Stop talking to the QA manager 

B . Call a meeting with the QA manager to try to figure out why he suggested those candidates 
and how the two of you can work together to find team members with suitable skills and 
interests for your team 

C . Tell the QA manager that the staffing problems are really no big deal, and you're sure that 
the two of you can eventually figure out the right answer together 

D. Tell the manager that you know which team members you want for your team and he needs 
to give them to you 

25. You are managing a construction project using a firm fixed price (FFP) contract. The 
contract is structured so that your company will be paid a fee of $85,000 to complete the work. 
There was a $15,000 overhead cost that your company had to cover. Its now three months 
into the project, and your costs have just exceeded $70,000. The project has now consumed 
the entire fee, and your company will now be forced to pay for all costs on the project from 
this point forward. What's the BEST way to describe this situation? 

A. The project manager has overspent the budget 

B. The project is overdrawn 

C. The project has reached the point of total assumption 

D. The project has ceased to be a profit center for the company 

26. A project manager is reporting the final status of the closed contract to the stakeholders. 
Which form of communication is appropriate? 

A. Informal written 

B. Informal verbal 

C . Formal written 

D. Formal verbal 

27. You are managing a software engineering project. Your team is having trouble completing 
their object design tasks. One of your team members tells you that her friend at another 
company sent her a copy of a software package they own that will help your team meet its 
deadline. Without that software package, your project will probably be late. But you don't 
have enough money in the budget to purchase it. What's the BEST way to handle this 
situation? 

A. Tell the team member not to use the software, and accept that the project will be late 

B . Use the software so that your project comes in on time 

C . P urchase the software so that you have a licensed copy 

D. Tell the team member that you need to maintain plausible deniability, so she should just do 
what's necessary and not tell you about it 
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28. You are managing a project with a total budget of $450,000. According to the schedule, your team should 
have completed 45% of the work by now. But at the latest status meeting, the team only reported that 40% of 
the work has actually been completed. The team has spent $165,000 so far on the project. How would you BEST 
describe this project? 

A. The project is ahead of schedule and within its budget 

B. The project is behind schedule and within its budget 

C . The project is ahead of schedule and over its budget 

D. The project is behind schedule and over its budget 

29. Which of the following is the correct order of the Monitoring & Controlling processes for Scope Management? 

A. First Verify Scope, then Control Scope 

B . First Control Scope, then Verify Scope 

C. Both happen simultaneously 

D. There is not enough information to decide 

30. You are working on a construction project. You, your team, and your senior manager all feel that the work 
is complete. However, one of your important clients disagrees, and feels that one deliverable is not acceptable. 
What is the BEST way to handle this conflict? 

A. Consult the contract and follow its claims administration procedure 

B. Renegotiate the contract 

C . File a lawsuit to force the stakeholder to accept the deliverable 

D. Terminate the contract and follow any termination procedure in the contract 

31. One way the Close Projector Phase process differs from Close Procurement is: 

A. Procurement closure involves verification that all work and deliverables are acceptable, where Close Project or 
Phase does not 

B. Close Project or Phase is only a subset of Close Procurement 

C. Procurement closure means verifying that the project is complete or terminated; Close Projector Phase is the 
process of tying up all of the activities for every management process group 

D. Procurement closure is performed by the seller; Close Project or Phase is performed by the buyer 

32. Which of the following contracts has the MOST risk for the buyer? 

A. Cost plus fixed fee (CPFF) 

B. Time and Materials (T&M) 

C. Cost plus award fee (CPAF) 

D. Fixed price (FP) 
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33. You are managing a software project. During a walkthrough of newly implemented 
functionality, your team shows you a new feature that they have added to help make the 
workflow in the product easier for your client. The client didn't ask for the feature, but it 
does look like it will make the product easier to use. The team developed it on their own time 
because they wanted to make the client happy. You know this change would never have made 
it through change control. What is this an example of? 

A. Gold plating 

B. Scope creep 

C. Alternatives Analysis 

D. Schedule Variance 

34. While identifying risks for a new construction project, you discover that a chemical you 
are using on your building cannot be applied in rainy conditions. You also learn that your 
project will be ready for the chemical application around the time when most of the rainfall 
happens in this part of the country. Since the project can't be delayed until after the rainy 
season and you need to make sure the building gets the chemical coating, you decide that 
your team will just have to allow enough time in the schedule for nonworked rain days. 

This is an example of which strategy? 

A. Mitigate 

B. Exploit 

C. Accept 

D. Transfer 

35. You are managing a construction project. During your risk identification interviews you 
learn that there has been a string of construction site thefts over the past few months in the 
area where your will be building your project. The team agrees that it's unlikely that people 
will be able to steal from your site. Even if thieves could get around your security, it's even 
more unlikely that your project will lose a significant amount of material if a theft does occur. 
You decide to monitor the risk from time to time to be sure that it continues to have a low 
probability and impact. Where do you record the risk so that you don't lose track of it? 

A. In a trigger 

B. On a watchlist 

C. In the Probability and Impact Matrix 

D. In the Monte Carlo analysis report 
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36. Which of the following is NOT a characteristic of the Project Management Plan? 

A. Collection of subsidiary plans 

B . Formal, written communication 

C. A bar chart that shows the order of tasks and their resource assignments 

D. Must be approved by project sponsor 

37. You are developing the project scope statement for a new project. Which of the following is NOT part of 
creating a project scope statement? 

A. Verify Scope 

B . Using the Project Charter 

C . Alternatives Identification 

D. Obtaining Plan Approval 

38. Which of the following is NOT a tool or technique of Estimate Costs? 

A. Bottom-up 

B. Parametric 

C. Cost aggregation 

D. Analogous 

39. You're managing a construction project to install several hundred air conditioner panels in a new office 
building. Every floor has identical panels. The customer, a construction contracting company, has provided 
specifications for the installations. The team is using a process to install and verify each panel. As the team 
completes each panel, your team's quality control inspector measures it and adds the data point to a control 
chart. You examine the control chart, and discover that the process is out of control and you need to take close 
look at it immediately. Which of the following BEST describes what you found on the control chart? 

A. At least seven consecutive measurements are either above or below the mean but within the control limits 

B. Atleastone pointis inside of the control limits 

C . At least seven consecutive measurements are inside of the control limits 

D. Atleastone pointis above or below the mean 

40. Your project files need to be sent via overnight mail to your company's central office. If the files do not arrive 
tomorrow, your company will not be able to deliver the project on time and you will lose an important client. The 
deadline cannot be negotiated. The team worked right up to the last minute in order to give you the files. Due to a 
traffic jam, you are running late and the overnight delivery company will close in five minutes. You can only make 
it if you drive over the speed limit. Which of the following is correct? 

A. You must drive over the speed limit so that you can save the client relationship 

B . You must stay within the speed limit, even if you lose the client 
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C. You must negotiate a new deadline 

D. You can use the earned value metrics to show that the SPI is overl, meaning the project is 
not late 

41. You are planning a project that uses the same team as a project that is currently being 
performed by your company. What should you consult to find information about when those 
people will be available for your project? 

A. The project schedule for your project 

B. The project manager for the project that the team is working on 

C . The staffing management plan for the project that the team is working on 

D. The communications management plan for your project 

42. When is the BEST time to have project kickoff meetings? 

A. At the beginning of the project 

B. When each deliverable is created 

C. At the start of each phase 

D. When the Communications Management plan is approved 

43. You have been hired by a contractor, who wants you to manage a construction project for 
one of their clients. The project team has been working for six weeks. You need to determine 
whether the team is ahead of or behind schedule. Which of the following tools and techniques 
is the BEST one for you to consult? 

A. Performance Measurement 

B. Project Management Software 

C. Schedule Change Control System 

D. Bottom-Up Estimating 

44. You are a project manager for a software project. Your team buys a component for a web 
page but they run into defects when they use it. Those defects slow your progress down 
considerably. Fixing the bugs in the component will double your development schedule and 
building your own component will take even longer. You work with your team to evaluate the 
cost and impact of all of your options and recommend hiring developers at the company that 
built the component to help you address problems in it. That will cost more but it will reduce 
your delay by a month. What is your next step? 

A. Fix the component 

B. Write up the change request and take it to the change control board 

C . S tart P Ian P rocurements so you can get the contract ready for the vendor 

D. Change the Scope Baseline to include your recommendation 
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45. The terms of union contracts are considered in your project plan. 

A. Assumptions 

B. Constraints 

C. Requirements 

D. Collective bargaining agreements 

46. A change has occurred on your project. You've documented the change, filled out a change request, and 
submitted that request to the change control board (CCB). Whafs the NEXT thing that must happen on the 
project? 

A. A senior manager decides whether or not to make the change and informs the project management team of the 
decision 

B. The project manager informs the CCB whether or not to approve the change 

C. Stakeholders on the CCB use expert judgment to evaluate the requested change for approval 

D. The project manager meets with the team to analyze the impact of the change on the project's time, scope, and 
cost 

47. You are managing a design project. You find that bringing all of your team members into a single room to 
work increases their communication, and helps build a sense of community. This is referred to as a: 

A. War room 

B. Virtual team 

C. Socially active team 

D. Common area 

48. You are a project manager on a construction project. You have just prepared an RFP to send around to 
electrical contractors. You get a call from your uncle who owns an electrical contracting company. He wants to 
bid on your project. You know he's done good work before, and it may be a good fit for your company. How do 
you proceed? 

A. You disclose the conflict of interest to your company, and disqualify your uncle's company 

B. You disclose the conflict of interest to your company, and make the selection based on objective criteria 

C . You disclose the conflict of interest to your company, and provide your uncle with information that the other 
bidders don't have so that he has a better chance of winning the contract 

D. You do not disclose the conflict of interest, and give your uncle the bid 

49. You are managing a software project. You are partway through the project, and your team has just delivered 
a preliminary version of part of the software. Your team gives a demonstration to the project sponsor and key 
stakeholders. Later, the sponsor informs you that there is an important client who will be using the software your 
team is building, and whose needs are not being met. As a result, you must now make a large and expensive 
change to accommodate that client. What is the BEST explanation for this? 
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A. The sponsor is being unreasonable 

B. Stakeholder analysis was not performed adequately 

C . The team made a serious mistake and you need to use punishment power to correct it 

D. You do not have enough budget to perform the project 

50. Which of the following is NOT an input of the C lose Project or Phase process? 

A. Project Management Plan 

B. Project Management Methodology 

C. Accepted Deliverables 

D. Organizational Process Assets 

51. The scope baseline consists of: 

A. The Scope Management Plan, the Project Scope Statement, and the WBS 

B. The Scope Management Plan, Requirements Documents, and the WBS 

C. The Scope Management Plan, the WBS, and the WBS Dictionary 

D. The Project Scope Statement, the WBS, and the WBS Dictionary 

52. You are managing a construction project that is currently being initiated. You met with the 
sponsors, and have started to work on identifying stakeholders. You've documented several 
key stakeholders and identified their needs. Before you can finish initiating the project, your 
company guidelines require that you make a rough order of magnitude estimate of both time 
and cost, so that the sponsor can allocate the final budget. 

What's the range of a rough order of magnitude (ROM) estimate? 

A. -10% to +10% 

B. -50% to +50% 

C. -50% to +100% 

D. -100% to +200% 

53. Which of the following processes is in the Initiating process group? 

A. Develop Project Charter 

B. Develop Project Management Plan 

C. Define Scope 

D. Define Activities 
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54. Mary is a project manager at a consulting company. The company regularly builds teams to create products 
for clients. When the product is delivered, the team is dissolved and assigned to other projects. What kind of 
organization is she working for? 

A. Weak matrix 

B. Projectized 

C. Functional 

D. Strong matrix 

55. An important part of performing stakeholder analysis is documenting quantifiable expectations. Which of the 
following expectations is quantifiable? 

A. The project must improve customer satisfaction 

B. The project should be higher quality 

C. The project must yield a 15% reduction in part cost 

D. All stakeholders' needs must be satisfied 

56. At the close of your project, you measure the customer satisfaction and find that some customer needs were 
not fully met. Your supervisor asks you what steps you took on your project to improve customer satisfaction. 
Which subsidiary plan would you consult to determine this information? 

A. Quality management plan 

B. Communications management plan 

C . Staffing management plan 

D. Risk management plan 

57. Customer satisfaction should be measured at the end of the project to maintain long-term relationships. 
Which of the following is NOT always an aspect of customer satisfaction? 

A. The product meets its stated and unstated requirements 

B. The project is profitable 

C. The product is high quality 

D. The customer's needs are met 

58. Dave is the project manager for a construction project that is building a gazebo. When the project first 
started, he met with the stakeholders to define the scope. The sponsors mentioned that the gazebo is a really 
important part of their daughter's wedding ceremony that was planned for seven months from then. In fact, they 
said that if the gazebo couldn't be completed in seven months, it wouldn't be worth it for them to even start the 
project. Dave wrote down the seven-month deadline to put in his Project Scope Statement. In which section of 
the document did the deadline appear? 

A. Project Deliverables 

B. Project Objectives 
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C. Project Constraints 

D. Project Assumptions 

59. Which of the following is a "hygiene factor" under Herzberg's Motivation-Hygiene Theory? 

A. Recognition for excellent work 

B. Self-actualization 

C. Good relations with coworkers and managers 

D. Clean clothing 

60. A bar chart shows the number and type of resources you need throughout your project is 
called a . 

A. Organizational Chart 

B. Resource Schedule 

C. Resource Histogram 

D. Staffing Timetable 

61. You have identified an opportunity to potentially increase the project's value. Which of the 
following is an example of enhancing that opportunity? 

A. By forming a partnership with another company, the project's value will increase for both 
companies 

B. By taking additional actions, you increase the potential reward without reducing its 
probability 

C. By taking out insurance, you can reduce potential costs to the project 

D. By documenting the opportunity in the register, you can keep track of it and ensure it gets 
exploited 

62. Which of the following best describes the Plan-Do-Check-Act cycle? 

A. Invented byjosephjuran, it's a way of tracking how soon defects are found in your 
process. 

B. Invented by Walter Shewhart and popularized by W. E. Deming, it's a method of making 
small changes and measuring the impact before you make wholesale changes to a 
process. 

C. Made popular by Phillip Crosby in the 1980s, it's a way of measuring your product versus 
its requirements 

D. It means that you plan your project, then do it, then test it, and then release it 




you are here U 71 5 



exam questions 



r Exam Questions 




63. You are developing the project charter for a new project. Which of the following is NOT part of the enterprise 
environmental factors? 

A. Lessons learned from previous projects 

B. Knowledge of which departments in your company typically work on projects 

C. The work authorization system 

D. Government and industry standards that affect your project 

64. You are managing a construction project to install new door frames in an office building. You planned on 
spending $12,500 on the project, but your costs are higher than expected, and now you're afraid that your project 
is spending too much money. What number tells you the difference between the amount of money you planned 
on spending and what you've actually spent so far on the project? 

A. AC 

B. SV 

C. CV 

D. VAC 

65. Tom is the project manager on a construction project. Midway through his project, he realizes that there's a 
problem with the lumber they've been using in a few rooms and they're going to have to tear down some of the 
work they've done and rebuild. One of his team members suggests that the defect isn't bad enough to cause all 
of that re-work. Tom says that he's worked on a project that made this same mistake before and they ended up 
having to redo the work when inspectors looked at the house. He convinces the team member that it's probably 
better to fix it now than later. What kind of power is he using to make the decision? 

A. Legitimate 

B. Expert 

C. Referent 

D. Reward 

66. Which of the following is NOT one of the most common sources of project conflict? 

A. Schedules 

B. Priorities 

C. Resources 

D. Costs 

67. Your company's quality assurance department has performed a quality audit on your project. They have 
found that your team has implemented something inefficiently, and that could lead to defects. What's the NEXT 
thing that should happen on your project? 
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A. You work with the quality department to implement a change to the way your team does 
their work 

B. You document recommended corrective actions and submit them to the change control 
board 

C. You add the results of the audit to the lessons learned 

D . You meet with the manager of the quality assurance department to figure out the root 
cause of the problem 

68. A junior project manager at your company does not know how to perform earned value 
analysis. You spend a weekend with him to teach him how to do this. This is an example of: 

A. Contributing to the project management body of knowledge 

B . Fraternizing, and should be discouraged 

C. Unpaid overtime 

D. Giving access to proprietary information, and should be reported to PMI 

69. Your client has terminated your project before it is complete. Which of the following is 
true? 

A. You must stop all work and release the team immediately 

B. You must work with the team to document the lessons learned 

C. You must keep the team working on the project to give your senior management time to talk 
to the client 

D. You must update the project management plan to reflect this change 

70. When you look at a control chart that measures defects in the product produced by your 
project, you find that seven values are showing up below the mean on the chart. What should 
you do? 

A. Look into the process that is being measured; there's probably a problem there 

B. Ignore the anomaly; this is the rule of seven, so statistically the data doesn't matter 

C. This means that the mean is too high 

D. You should adjust your lower control limit- the values indicate a problem with where the 
limits have been set 

71. A project manager uses a facilitator to gather opinions from experts anonymously. What 
risk identification tool or technique is being performed? 

A. Brainstorming 

B. Delphi Technique 

C. Interviews 

D. SWOT Analysis 
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72. You have just been authorized to manage a new project for your company. Which of the following BEST 
describes your first action? 

A. Create the work breakdown structure 

B. Develop the project management plan 

C. Start working on the project charter 

D. Figure out who has a stake in the project 

73. You're the project manager on a software project that is planning out various approaches to technical work. 
There's a 20% chance that a component you are going to license will be difficult to integrate and cost $3,000 in 
rework and delays. There's also a 40% chance that the component will save $10,000 in time and effort that would 
have been used to build the component from scratch. What's the EMV for these two possibilities? 

A. $13,000 

B. $7,000 

C. $3,400 

D. -$600 

74. You are managing a software engineering project, when two team members come to you with a conflict. The 
lead developer has identified an important project risk: you have a subcontractor that may not deliver on time. 
Another developer doesn't believe that the risk is likely to happen; however, you consult the lessons learned 
from previous projects and discover that subcontractors failed to deliver their work on two previous projects. 
You decide that the risk is too big; you terminate the contract with the subcontractor, and instead hire additional 
developers to build the component. Both team members agree that this has eliminated the risk. Which of the 
following BEST describes this scenario? 

A. Transferrence 

B. Mitigation 

C. Avoidance 

D. Acceptance 

75. Which of the following BEST describes the contents of a WBS Dictionary entry? 

A. The definition of the work package including its net present value 

B. Work Package ID and Name, Statement of Work, Required Resources, and Monte Carlo Analysis 

C. Work Package ID and Name, Statement of Work, Risk Register, Earned Value Calculation, Scheduled Complete 
Date, and Cost 

D. Work Package ID and Name, Statement of Work, Responsible Organization, Schedule Milestones, Quality 
Requirements, Code of Account Identifier, Required Resources, Cost Estimate 
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76. Two of your project team members approach you with a conflict that they are having 
with each other over the technical approach to their work. One of the two people is very 
aggressive, and tries to get you to make a decision quickly. The other team member is quiet, 
and seems less willing to talk about the issue. The conflict is starting to cause delays, and 
you need to reach a decision quickly. What's the BEST approach to solving this conflict? 

A. Tell the team members that they need to work this out quickly, because otherwise the 
project could face delays 

B. Since it's a technical problem, tell the team members that they should take it to the 
functional manager 

C. Confront the issue, even though one team member is hesitant 

D. Escalate the issue to your manager 

77. Tom is a project manager on an industrial design project. He is always watching when his 
team members come into the office, when they take their breaks, and when they leave. He 
periodically walks around the office to be sure that everyone is doing work when they are at 
their desks and he insists that he make every project decision, even minor ones. What kind 
of manager is he? 

A. Theory X 

B. TheoryY 

C. Costcutter 

D. Effective 

78. You are the project manager on a construction project. As you're planning out the work 
your team will do, you divide up all of the work into work packages and create a WBS that 
shows how they fit into categories. For each one of the work packages, you write down 
details such as initial estimates and information about what account it should be billed 
against. Where do you store all of that information? 

A. Scope Management Plan 

B. WBS 

C. WBS Dictionary 

D. Project Scope Statement 

79. You are managing a project with an EV of $15,000, PV of $12,000, and AC of $11,000. How 
would you BEST describe this project? 

A. The project is ahead of schedule and within its budget 

B. The project is behind schedule and within its budget 

C . The project is ahead of schedule and over its budget 

D. The project is behind schedule and over its budget 
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80. You are using a Pareto chart to examine the defects that have been found during an inspection of your 
product. Which process are you performing? 

A. Perform Quality Assurance 

B. Perform Quality Planning 

C. Perform Quality Control 

D. Verify Scope 

81. A project manager is faced with two team members who have conflicting opinions. One team member 
explains her side of the conflict. The other team member responds by saying, "I know you'll never really listen to 
my side, so let's just go with her opinion and get back to work." This is an example of: 

A. Withdrawal 

B. Compromise 

C. Smoothing 

D. Forcing 

82. Complete the following sentence: "The later a defect is found, ." 

A. the easier it is to find 

B. the more expensive it is to repair 

C. the less important it is to the product 

D. the faster it is to repair 

83. Your top team member has performed extremely well, and you want to reward her. She knows that you don't 
have enough money in the budget to give her a bonus, so she approaches you and requests an extra day off, 
even though she is out of vacation days. She asks if she can take one of her sick days, even though the company 
doesn't allow that. Which of the following is correct? 

A. You should give her the time off, because McClelland's AchievementTheory states that people need 
achievement, power, and affiliation to be motivated 

B. You should give her the time off, because Expectancy Theory says that you need to give people an expectation 
of a reward in order to motivate them 

C. You should give her the time off, because a Theory Y manager trusts the team 

D. You should not give her the time off 

84. Which of the following is NOT a tool or technique of Perform Qualitative Risk Analysis? 

A. Risk urgency assessment 

B. Expected monetary value analysis 

C . P robability and impact matrix 

D. Risk categorization 
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85. A new project management software tool has come onto the market. You spend the 
weekend taking an online tutorial to learn about it. This is an example of: 

A. Lessons learned 

B. Not paying for copyrighted software 

C . Contributing to the project management body of knowledge 

D. Enhancing personal professional competence 

86. Which of the following is NOT a tool in Identify Risks? 

A. Brainstorming 

B . Risk Urgency Assessment 

C. Delphi technique 

D. SWOT Analysis 

87. You are managing a software engineering project, when two team members come to 
you with a conflict. The lead developer has identified an important project risk: you have a 
subcontractor that may not deliver on time. The team estimates that there is a 40% chance 
that the subcontractor will fail to deliver. If that happens, it will cost an additional $15,250 to 
pay your engineers to rewrite the work, and the delay will cost the company $20,000 in lost 
business. Another team member points out an opportunity to save money an another area 
to offset the risk: if an existing component can be adapted, it will save the project $4,500 

in engineering costs. There is a 65% probability that the team can take advantage of that 
opportunity. What is the expected monetary value (EMV) of these two things? 

A. -$14,100 

B. $6,100 

C. -$11,175 

D. $39,750 

88. Your project team has completed the project work. All of the following must be done 
before the project can be closed EXCEPT: 

A. Ensure that the schedule baseline has been updated 

B. Getformal acceptance of the deliverables from the customer 

C. Make sure the scope of the project was completed 

D. Verify that the product acceptance criteria have been met 

89. During procurement closure, a procurement audit includes all of the following EXCEPT: 

A. Reviewing the contract terms to ensure that they have all been met 

B. Identifying successes and failures that should be recognized 

C. Documenting lessons learned 

D. Using the payment system to process consideration as per the terms of the contract 
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90. You are reviewing performance goals to figure out how much bonus to pay to your team members. What 
document would you consult to find your team's bonus plan? 

A. The reward and recognition plan 

B . The staffing management plan 

C. The human resource management plan 

D. The project's budget 

91. You're managing a construction project to install several hundred air conditioner panels in a new office 
building. You have completed 350 panels out of a total of 900 planned panels, but according to your schedule 
you should have completed 400 of them. Your company's contract states that you'll be paid a fixed price of $75 
per panel. You've spent $45,000 so far on the project. Which of the following BEST describes your situation? 

A. TheCPI is .813, which means your project is currently over your budget 

B. TheCV is -$4,350, which means your project is currently over your budget 

C. The TCPI is 1.833, which is the minumumCPI you need to stay within budget 

D. The SPI is .84, which means your project is behind schedule 

92. Your team has identified a risk with some of the chemicals you are using on your highway construction 
project. It is really difficult to mix them just right and, based on past projects, you've figured out that there's 
a high probability that about 14% of the chemical supply will be lost in mixing problems. You decide to buy an 
extra 15% of the chemicals up front so that you will be prepared for those losses and your project won't be 
delayed. Which response strategy are you using? 

A. Avoid 

B. Accept 

C. Mitigate 

D. Transfer 

93. A project manager is planning the staffing levels that will be needed through the course of her project. She 
figures out the number of people that will be needed in each role over time and displays that information in a 
chart as part of her staffing management plan. What is that chart called? 

A. Ganttchart 

B. R AC I matrix 

C. Organization chart 

D. Resource histogram 
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94. Which of the following is NOT part of a typical change control system? 

A. Approval 

B. Change control board 

C . P roject management information system 

D. Stakeholder analysis 

95. A notice sent to a subcontractor about the contract is an example of which kind of 
communication? 

A. Informal verbal 

B. Formal written 

C . Formal verbal 

D. Informal written 

96. You need to determine when to release resources from your project. Which part of the 
staffing management plan will be most useful for this? 

A. Resource histogram 

B. Safety procedures 

C. Recognition and rewards 

D. Training needs 

97. Which of the following is NOT a type of communication ? 

A. Formal written 

B. Paraungual 

C. Nonverbal 

D. Noise 

98. A company is about to begin work on a large construction project to build four new 
buildings for a bank that wants to open new branches. The sponsor is writing a project 
charter. She recalls that a previous project the company performed for another bank ran over 
budget because the team had underestimated the effort required to install the reinforced walls 
in the vault. The previous project manager had documented the details of the lessons learned 
from this project. Where should the sponsor look for these lessons learned? 

A. The project records management system 

B. The company's organizational process assets 

C. The project's work performance information 

D. The project's performance reports 
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99. The customer has reviewed the deliverables of a project and finds that they are acceptable, and must now 
communicate that acceptance to the project manager. Which form of communication is appropriate? 

A. Informal written 

B. Informal verbal 

C . Formal written 

D. Formal verbal 

100. Which of the following is NOT found in a project charter? 

A. The summary budget 

B. High-level requirements 

C. Procedures for managing changes to contracts 

D. Responsibility and name of the person authorized to manage the project 

101. Which of the following is NOT a project constraint? 

A. Cost 

B. Resources 

C. Procurements 

D. Scope 

102. What is a risk owner? 

A. The person who monitors the watchlist that contains the risk 

B. The person who meets with stakeholders to explain the risk 

C. The person who makes a risk happen 

D. The person who is responsible for the response plan for the risk 

103. You are managing a software engineering project, when two team members come to you with a conflict. 
The lead developer has identified an important project risk: you have a subcontractor that may not deliver on 
time. Another developer doesn't believe that the risk is likely to happen; however, you consult the lessons 
learned from previous projects and discover that subcontractors failed to deliver their work on two previous 
projects. The lead developer suggests that you have two team members take three weeks to research the 
component being built by the subcontractor, and come up some initial work that you can fall back on in case that 
subcontractor does not deliver. You decide to follow the lead developer's advice over the objections of the other 
team member. Which of the following BEST describes this scenario? 

A. Transference 

B. Mitigation 

C. Avoidance 

D. Acceptance 
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104. You are managing a project with AC = $25,100, ETC = $45,600, VAC = -$2,600, B AC = 
$90,000, and EAC = $92,100. Your sponsor asks you to forecast how much money you expect 
to spend on the remainder of the project. Which is the BEST estimate to use for this forecast? 

A. $45,600 

B. $87,400 

C. $90,000 

D. $92,100 

105. Which is the BEST description of project scope? 

A. All of the features and deliverables your project will deliver 

B. All of the products your project will make 

C. All of the people involved in your project 
All of the work you will do to build the product 
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107. A team member is showing up late to work and leaving early, and it is affecting the 
project. The project manager decides that the team member must be reprimanded. Which of 
the following is the BEST way to handle this situation? 

A. In a one-on-one meeting with the team member 

B. At the next team meeting 

C. In a private meeting with the team member and his functional manager 

D. Overemail 

108. You are managing an accounting project when a new C FO is hired at your company. Hell 
be affected by all accounting projects in your company. Whafs the BEST thing for you to do? 

A. Show him the Project Charter so that he knows that you are in charge of the project 

B. Work with him to understand the current requirements and determine if he has new ones to 
add to the project 

C . Keep working on the project and get his feedback when he can review the finished product 

D. Add him to the communications plan 
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109. You're managing an industrial design project. Your project is currently in the Initiating phase. The project 
charter has been created, and you are working on identifying the stakeholders. Which of the following is NOT 
something that you should do? 

A. Review lessons learned from prior projects 

B. Perform a stakeholder analysis 

C. Review procurement documents 

D. Create the change control system 

110. Alberto is the project manager of a software implementation project. His company has made an organization- 
wide decision to move to a new accounting and human resources software package. He has read that some 
projects to implement the same package have resulted in the loss of personnel data when they tried to import 

it into the new system. He backs up the data so that it could be restored in the event of such a problem but 
also buys insurance to cover the cost of keying in the data manually if the implementation doesn't work. Which 
response strategies are Alberto using? 

A. Mitigating and Accepting 

B. Mitigating and Avoiding 

C. Mitigating and Transferring 

D. Mitigating and Sharing 

111. Rekha is a project manager on a large construction project. Late in the project, her client demands a big 
change. She assesses the impact of the change and tells the client how much time and money it will cost. But 
the client says that he doesn't have the time or budget to allow the change. What's the BEST way for Rekha to 
handle this situation? 

A. Have her senior managers meet with the client to explain the situation 

B . Hold a meeting with the client to figure out why he's asking for the change 

C. Do nothing; she's the project manager, so she sets the rules 

D . Have the client find more money for the budget 

112. You are conducting a status meeting and monitoring your risk register when you discover a risk that 
remains even after you implement all of your response strategies. What kind of risk is this and what should you 
do about it? 

A. It's a secondary risk; you don't need to worry about it 

B. It's a residual risk; you need to plan a response strategy for it 

C . It's a residual risk; you don't need to plan a response strategy for it because you've already implemented all of 
the risk responses you can plan for 

D. It's a contingency reserve. You should only use it if the first risk occurs 
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113. Rekha is a project manager on a large construction project. Late in the project, her client 
demands a big change. She assesses the impact of the change and tells the client how much 
time and money it will cost. But the client won't allow any change to the schedule and won't 
pay anything more for change. Rekha explains that the proposed change is well outside the 
documented scope of the original work. The client tells Rekha that he doesn't care what was 
in the original scope and that she needs to implement the change with no impact to schedule 
or budget. What conflict resolution technique is he the client using? 

A. Confronting 

B. Withdrawal 

C. Smoothing 

D. Forcing 

114. Which of the following is NOT a tool of the Define Scope process? 

A. Facilitated Workshops 

B. Constrained Optimization 

C . Alternatives Identification 

D. Product Analysis 

115. Which of the following BEST describes the records management system? 

A. A system to store contracts and project records for future project managers to reference 

B. A library that stores the lessons learned for past projects 

C . A filing system to store paid invoices 

D. A system to store human resource records, salary information and work performance 
history 

116. A project manager is negotiating with a contractor. Neither has a good idea of how 
long the project will take, or how much the materials will cost. Which contract type is MOST 
appropriate for this project? 

A. Cost plus fixed fee (CPFF) 

B. Time and Materials (T&M) 

C. Cost plus award fee (CPAF) 

D. Firm fixed price (FFP) 

117. Which is NOT an example of cost of quality? 

A. The cost of inspecting your product to be sure that it meets requirements 

B. The cost of reviewing documents used to produce your product to be sure that they do not 
have defects 

C . The cost of training your team on techniques that will help them avoid defects 

D. The cost of contracting another company to build part of the product 
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118. Which of the following is NOT a stakeholder? 

A. A project team member 

B. An attorney from your company's competitor 

C. A representative from your project team's union 

D. The project sponsors 

119. What is the main output of the Define Scope process? 

A. Requirements Documentation 

B. Scope Definition 

C. Scope Dictionary 

D. Project Scope Statement 

120. Paul is a project manager for an industrial design project. The project has a 60% chance of making the 
company $230,000 over the next year. It has a 40% chance of costing the company $150,000. What's the project's 
EMV? 

A. $138,000 

B. $60,000 

C. $78,000 

D. $230,000 

121. The project manager for a construction project discovers that the local city council will vote on a zoning 
change that would open up a new neighborhood to commercial building. She contacts other construction 
companies in the area that would benefit from the change to ask them to attend the council meeting in order to 
convince the city council to vote for the change. A "Yes" vote will benefit all of the companies. This is an example 
of which risk response strategy? 

A. Mitigate 

B. Share 

C. Exploit 

D. Enhance 

122. You are interviewing new project managers for your company. One of the candidates claims to be a PMP- 
certified project manager, but you discover that she has never taken the PMP exam. What is the BEST way to 
handle this situation? 

A. Do nothing 

B. Report the person to your manager 

C. Report the person to PMI 

D. Call the police 
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123. Which of the following types of power is the most effective in leading teams? 

A. Expert 

B. Referent 

C. Reward 

D. Punishment 

124. You are being hired to manage a highway construction project for a contractor working 
for Smith County. The sponsor is a project officer who works for the Smith County municipal 
government. You have three separate teams working all three shifts, with a separate foreman 
for each team. Each team has members from two different unions, and each union has its own 
representative. Who is the BEST person to approve the project charter? 

A. The project manager 

B . The Smith County project officer 

C. The team foreman 

D. The two union representatives 

125. Which of the following is NOT an input of the Administer Procurements process? 

A. Work Performance Information 

B. Procurement Management Plan 

C. Contract 

D. Procurement Documents 

126. You are having lunch with one of your colleagues. He tells you in confidence that he lied 
about having a PMP certification, and never actually passed the exam. What is the BEST way 
to handle this situation? 

A. Report the person to PMI 

B. Reportthe person to his manager 

C. Ask him to tell the truth to his manager 

D. Do nothing because you were told this in confidence 

127. Your team has recommended a change to the Verify Scope process. What's the first 
thing you should do? 

A. Implement the change 

B. Analyze the change versus the Project Management plan to see what its impact will be 

C. Write up a change request 

D. Tell your team that the process has already been decided and they should follow it 
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128. As you are executing your project you are constantly checking your risk register to be sure that you have 
planned responses for all of your risks. At one team status meeting, you find that a lower-priority risk has 
suddenly become more likely. Where do you keep information about low-priority risks? 

A. Triggers 

B. The watchlist 

C. Risk Management Plan 

D. Qualitative analysis documents 

129. Which of the following are NOT all examples of project documents? 

A. Scope Baseline, Project Funding Requirements, Stakeholder Requirements 

B. Activity List, Stakeholder Register, Teaming Agreements 

C . Forecasts, Risk Register, Quality Metrics 

D. Basis of Estimates, Resource Requirements, Statement of Work 

130. You're managing a project with a schedule performance index (SPI) of 1.07 and a cost performance index 
(CPI) of 0.94. How would you BEST describe this project? 

A. The project is ahead of schedule and within its budget 

B. The project is behind schedule and within its budget 

C . The project is ahead of schedule and over its budget 

D. The project is behind schedule and over its budget 

131. Which of the following is the BEST example of a reward system? 

A. The team member who works the hardest will receive $1,000 

B. Everyone will get a bonus of $500 if the project meets its quality goals, $500 if it meets its budget goals, and 
$600 if it comes in on time 

C . The five team members who put in the most hours will get a trip to Disneyland 

D. The team will only get a bonus if the project comes in 50% under budget, schedule, and quality metric goals; 
even though the team leads know this goal is unrealistic, they agree that it will motivate the team to work harder. 

132. There are 17 people on a project. How many lines of communication are there? 

A. 136 

B. 105 

C. 112 

D. 68 

133. Which of the following project selection methods is NOT a comparative approach (or benefit measurement 
model)? 

A. Linear programming 

B. Murder boards 
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C . Benefit-to-cost ratios 

D. Peer review 

134. You're holding a PMP study group so that you and your coworkers can work together to 
study for the exam. One person recently took and passed the exam, and has offered to give 
you all of the questions he can remember. How should you respond? 



A. 



C. 
D. 



Accept the questions, but to be fair to everyone in the study group you should make sure 
everyone gets a copy 

Refuse the offer, but encourage other study group members to make up their own minds 

Refuse the offer, and report the person to your manager 

Refuse the offer, and report the person to P Ml 



135. The project charter is typically approved by the project sponsor, although some charters 
can be approved by key stakeholders instead. Which of the following BEST describes the role 
of the project sponsor on the project? 

A. The sponsor manages the project 

B. The sponsor provides funding for the project 

C . The sponsor verifies that all of the work was completed 

D. The sponsor negotiates all contracts 

136. Two of your project team members approach you with a conflict that they are having 
with each other over the technical approach to their work. One of the two people is very 
aggressive, and tries to get you to make a decision quickly. The other team member is quiet, 
and seems less willing to talk about the issue. The conflict is starting to cause delays, and 
you need to reach a decision quickly. You spend the weekend studying conflict resolution 
techniques, which is an example of: 

A. Contributing to the project management body of knowledge 

B. Maslow's Hierarchy of Needs 

C. Enhancing personal professional competence 

D. Confronting (or problem-solving) 

137. You are managing a software project. The stakeholders have found a few requirements 
that were missed in the initial Project Scope Statement. You put the requested changes 
through change control and they are approved so you need to update the Scope Statement to 
include the new work. Where can you find the most updated version of the Scope Statement? 

A. In the Configuration Management System 

B. In the Document Repository 

C. In the Project Management Plan 

D. In the Communications Management Plan 
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138. After a status meeting, one of your team members, J ohn, pulls you aside and tells you that he was insulted 
by a comment from another team member. He felt that the comment was racist. You meet with the team member 
who made the comment, Suzanne, but she says that the other team member's performance has been very poor. 
She has never made a comment like this before at the company. You review the records, and see that she is 
correct- he has consistently delivered lower-quality work than any other team member. What is the BEST way to 
handle this situation? 

A. At the next team meeting, reprimand J ohn for his poor performance and Suzanne for the racist comment 

B. GetJ ohn additional help for his poor performance 

C. Reprimand Suzanne in private for her racist comment, and follow any company policies for reporting racism 
among employees 

D. Suzanne has never had this problem before, so she should be given another chance 

139. You're managing a project that is currently executing. You're evaluating the work being performed by 
constantly measuring the project performance, and recommending changes, repairs, and corrections where 
necessary. What process are you performing? 

A. Integrated Change Control 

B. Monitor & Control Project Work 

C. Control Scope 

D. Communications Management 

140. Which of the following helps you identify the root cause of 80% of the defects in your project using the 80/20 
rule? 

A. Scatter chart 

B. Control chart 

C. Cause-and-effect diagram 

D. Pareto chart 

141. As you complete each deliverable for your project, you check that it is correct along with your stakeholders 
and sponsors. Which process are you performing? 

A. Define Scope 

B. Define Activities 

C. Verify Scope 

D. Control Scope 

142. You are a project manager on a large military contract that involves 7 subcontractors and a total of 1,253 
team members, 752 stakeholders and sponsors, and 14 project managers (including you). You need to get a 
handle on the communications channels, because otherwise your project will devolve into chaos. How many 
potential channels of communication are there on this project? 
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A. 2019 

B. 91 

C. 2,037,171 

D. No way to determine 

143. J oe is an excellent programmer. He was promoted to a role of Project Manager because he 
understands technology better than anyone else in the company. Unfortunately, he is having trouble 
doing the project management job and his projects are failing. What is this an example of? 

A. Gold plating 

B. Halo effect 

C. P re-assignment 

D. Ground rules 

144. Which of the following describes the contents of a staffing management plan? 

A. Organizational Chart, Training Needs, Estimated Labor Cost, and Release Criteria 

B. Sponsor, Organizational Chart, Verify Scope Plan, and Schedule 

C. RACI Matrix, Organizational Chart, Performance Improvement Plan, and Budget 

D. Resource Histogram, Training Needs, Recognition and Rewards, and Release Criteria 

145. A member of your seven-person project team comes up with a controversial idea. Two others 
agree that it should be pursued. Two members of the team are opposed to it, while the remaining two 
have a different approach. You end up going with the controversial idea. This is an example of: 

A. Unanimity 

B. Majority 

C. Plurality 

D. Dictatorship 

146. You have been hired by a contractor, who wants you to manage a construction project for one of 
their clients. The project team has been working for two months, and is 35% done with the job. Two 
of your team members come to you with a conflict about how to handle the ongoing maintenance 
for a piece of equipment. You know that they can safely ignore the problem for a while, and you're 
concerned that if your project falls behind schedule before next week's stakeholder meeting, it will 
cause problems in the future. You tell the two team members that the problem really isn't as bad as 
they think it is, and if they take a few days to cool off about it you'll help them with a solution. This 
approach to conflict resolution is known as: 

A. Withdrawal 

B. Compromise 

C. Smoothing 

D. Forcing 
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147. Which of the following is NOT true about the Project Charter? 

A. It formally assigns the project manager 

B. It is always created by the project manager 

C. It contains external constraints and assumptions 

D. Includes a high-level milestone schedule 

148. You're managing a construction project to install several hundred air conditioner panels in a new office 
building. Every floor has identical panels. The customer, a construction contracting company, has provided 
specifications for the installations. The team is using a process to install and verify each panel. As the team 
completes each panel, your team's quality control inspector measures it and identifies defects. The root cause 
of each defect is identified. You want to identify the ongoing trends of defective installations. Which is the BEST 
tool to use for this? 

A. Control chart 

B. Fishbone diagram 

C. Run chart 

D. Pareto chart 

149. Which risk analysis tool is used to model your risks on a computer to show random probabilities? 

A. Computerized risk audit 

B. Monte Carlo analysis 

C. EMV analysis 

D. Delphi technique 

150. You are a project manager for a software project. As you are defining the scope of the work you need to 
do, you sit down with all of the project's stakeholders and record all of the requirements you can get from them. 
Which of the following is NOT a valid requirement from stakeholder analysis? 

A. The work the team does must be better than they did on their last project 

B. There can be no more than 5% schedule variance on the project 

C . The quality of the product must fit within organizational metrics for software quality 

D. The budget must be within 10% of our projected cost 

151. There have been several rounds of layoffs at your company. Now your project team is worried about their job 
security, and you've noticed that their performance has decreased significantly because of it. This is predicted by 
which motivational theory? 

A. McGregor's Theory of X andY 

B. Maslow's Hierarchy of Needs 

C. McClelland's AchievementTheory 

D. Herzberg's Motivation-Hygiene Theory 
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152. Which of the following is NOT included in a cost of quality calculation? 

A. Team members' time spent finding and repairing defects 

B. Quality managers' time spent writing quality standards 

C . P roject managers' time spent creating the project management plan 

D. Team members' time spent reviewing specifications, plans, and other documents 

153. Which of the following contracts has the MOST risk for the seller? 

A. Cost plus fixed fee (CPFF) 

B. Time and Materials (T&M) 

C. Costplus percentage of costs (CPPC) 

D. Fixed price (FP) 

154. You are managing an industrial design project for an important client. Two of your team 
members have a disagreement on project priorities. One person wants to do certain activities first, 
while the other feels they should be left until the end of the project. You work with both people to 
forge a compromise where those activities are neither first nor last, but instead done in the middle 
of the project. Nobody is particularly unhappy with this solution. Another name for a compromise 
is a: 

A. Win-win solution 

B. Win-lose solution 

C. Lose-lose solution 

D. Standoff solution 

155. A project manager on a construction project includes a line item in the budget for insurance 
for the equipment and job site. This is an example of: 

A. Transference 

B. Mitigation 

C. Avoidance 

D. Acceptance 

156. You are talking to experts and gathering independent estimates for your contract. Which of 
the following BEST describes whatyou are doing? 

A. Plan Procurements 

B. Conduct Procurements 

C. Administer Procurements 

D. Close Procurements 
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157. A project manager is creating a report of the final status of a closed project to the stakeholders. Which of the 
following is NOT used in a final project report to communicate the status of a project? 

A. Variance information 

B. Lessons learned 

C. Scope baseline 

D. Status of deliverables 

158. You are the project manager for a railroad construction project. Your sponsor has asked you for a forecast 
for the cost of project completion. Which of the following is the BEST metric to use for forecasting? 

A. EVandAC 

B. SVandCV 

C. ETC and VAC 

D. SPIandCPI 

159. Information about the project must be distributed to all stakeholders. Which of the following process outputs 
is used to report the status and cost of project activities? 

A. Work performance information 

B. Issue logs 

C. Status reports 

D. Project records 

160. A company uses a management technique that employs quality assurance techniques to continuously 
improve all processes. This is called: 

A. Just In Time Management 

B. Kaizen 

C. Ishikawa Diagrams 

D. Inspection 

161. Your project has a virtual team. Half of your team members are located in another country, where they are 
working for a subcontractor. The subcontractor's team members speak a different dialect of English than your 
team does. After a conference call, two of your team members make jokes about the way your subcontractor's 
team members speak. What is the BEST way to handle this situation? 

A. Correct the team members individually, and hold a training session for your team to help remove 
communications barriers 

B. Immediately correct the two people in front of the rest of the team 

C. Report the team members to senior management and recommend that they be punished 

D. Remove noise from the communication by contacting the subcontractor and requesting that the team adjust the 
way they speak 
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162. Mike is a project manager for an IT technology implementation project. He is using 
an Ishikawa diagram to figure out what could cause potential risks on his project. Which 
process is he doing? 

A. Identify Risks 

B. Perform Qualitative Risk Analysis 

C. Perform Quality Control 

D. Plan Risk Responses 

163. Amit is the manager of a software project. His client has agreed on a Project Scope 
Statement at the beginning of the project, but whenever the client verifies deliverables, he 
comes up with features that he would like to add into the product. Amit is working with the 
client to find what requirements were missed in the planning stages of the project and how to 
plan better in the future. What is the BEST description of his projects current situation? 

A. Gold plating 

B. Scope creep 

C. Alternatives analysis 

D. Schedule variance 

164. You're holding a PMP training seminar for people in your company to help them obtain 
enough hours to qualify to take the PMP exam. This is an example of: 

A. Organizational process assets 

B. Contributing to the project management body of knowledge 

C. Cheating, which should be reported to PMI 

D. Lessons learned 

165. You are managing a construction project to install wiring in an office building. You 
discover that one of your team members has taken a box of cable from the job site so he can 
wire his attic. What is the BEST way to respond? 

A. Do nothing 

B. Reporttheteam member to your manager 

C. Reporttheteam member to PMI 

D. Call the police 

166. You are working with potential sponsors to determine which project your company will 
pursue. Based on the benefit-to-cost (BCR) ratios, which of the following four projects should 
you recommend? 

A. ProjectA has a BCR of 5:2 

B. Project B has a BCR of 5:4 

C. Project C has a BCR of 3:1 

D. ProjectD has a BCR of 2:1 




you are here U 737 



exam questions 



r Exam Questions 




167. What are the 5 kinds of power? 

A. Legitimate, expert, reward, political, and bargaining 

B. Legitimate, expert, reward, political, and punishment 

C. Legitimate, expert, reward, economic, and bargaining 

D. Legitimate, expert, reward, referent, and punishment 

168. You're managing a software project. Your team has discovered a problem, and as a result you've requested 
a change. The change will cost the project an extra three weeks, but without it several stakeholders might have 
problems with the final product. What's the NEXT thing that you should do? 

A. Instruct the team to make the change 

B. Call a meeting with each stakeholder to figure out whether or not to make the change 

C. Document the change and its impact, and put it through the change control system 

D. Don't make the change because it will delay the project 

169. Which of the following is NOT part of the C lose Project or Phase process? 

A. Making sure that all exit criteria have been met 

B. Obtaining formal acceptance of all deliverables from all stakeholders 

C. Moving the project's deliverables to the next phase or into production 

D. Writing down lessons learned 

170. Which of the following are valid ways to breakdown the work in a WBS? 

A. By risk or quality metric 

B . By product feature or unit of work 

C . By project phase or project deliverable 

D. By charge code or initial estimate 

171. Which of the following is an output of Direct and Manage Project Execution? 

A. Work Performance Information 

B. Statement of Work 

C. Approved Change Requests 

D. Contract 

172. You are working on a construction project. You, your team, and your senior manager all feel that the work is 
complete. Your stakeholders have communicated their final acceptance of the project. You are now meeting with 
your team to update the organizational process assets with a record of knowledge gained about the project to 
help future project managers with their projects. This is BEST described as: 
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A. Lessons learned 

B. Project records 

C . P roject management information system (P MIS) 

D. Work performance information 

173. Which of the following tools is used to document the lessons that were learned when the 
contract was administered? 

A. Quality audit 

B. Buyer-conducted performance review 

C. Contract review 

D. Procurement audit 

174. You are managing a project to build a new wing onto a local school building over a 
summer break. One night, the school and your construction site are destroyed by a tornado. 
Your client demands that you continue work despite the disaster, but you consult the contract, 
and find a clause that states that you are not responsible for any more work. This is referred 
to as: 

A. A force majeure clause 

B. An "act of God" clause 

C. Mitigation 

D. An ex parte communication 

175. A project manager is running into problems with the team. People are repeatedly running 
into trouble over seemingly small problems: who takes notes at meetings, what dress is 
appropriate for the office, who people need to notify when they take a day off. The problems 
started out small, but as more people run into more problems the situation is rapidly 
escalating. This situation is most likely caused by a lack of: 

A. Sensitivity training 

B. Common courtesy 

C. A reward system 

D. Ground rules 

176. Which of the following BEST describes when you perform the Monitor and Control 
Project Work process? 

A. Continuously throughout the project 

B. As soon as every deliverable is completed 

C . At scheduled milestones or intervals during the project 

D. At the end of every project phase 
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177. Which of the following is NOT an output of Monitor & Control Project Work? 

A. P roject management plan updates 

B. Change request status updates 

C. Change requests 

D. Project document updates 

178. You are the project manger of a software project. Two developers, Bill and Alfredo, are having an argument 
about how to implement a feature. Bill thinks that it's more important that the project get done quickly, so he's 
suggesting that you re-use some work thafs been done on a previous project to get started. Alfredo thinks that 
that work doesn't apply to this project and will just waste time. Bill is almost always right about these things and 
he's very influential on the team, so it's important that you keep him happy. What should you do? 

A. Since you do want to get the project done quickly, you side with Bill 

B. Side with Alfredo; it could end up taking longer in the end 

C. Call a meeting to hear both sides of the situation and decide in favor of the solution thatis bestsupported by 
objective evidence 

D. Call a meeting in private with Bill to hear more about his position 

179. Which of the following is NOT an example of a deliverable? 

A. Project Management Plan 

B. Project Schedule 

C. Work Breakdown Structure 

D. Parametric Estimation 

180. Which is NOT an input to the Create WBS process? 

A. Project Scope Statement 

B. Organizational Process Assets 

C. Requirements Documentation 

D. WBS Dictionary 

181. Which of the following is the correct order of actions that you take during the Closing processes? 

A. Getformal acceptance, release the team, write lessons learned, close the contract 

B. Write lessons learned, release the team, getformal acceptance, close the contract 

C. Getformal acceptance, write lessons learned, release the team, close the contract 

D. Getformal acceptance, close the contract, write lessons learned, release the team 
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182. At the beginning of the project, you hold a meeting with all of the stakeholders in your 
project in order to figure out how everyone will communicate as the work goes on. Which of 
the following terms best describes that meeting? 

A. Qualitative Analysis 

B. Status meeting 

C. Communication Plan meeting 

D. Kick-off meeting 

183. You are managing a project with 23 team members and 6 key stakeholders. Two team 
members identify a problem with the current approach. Addressing that problem will require 
changes to the project plan and its subsidiary plans. One of the stakeholders previously 
indicated that any delays are unacceptable, and your team members tell you that it's possible 
the change could cause the team to miss at least one critical deadline. What is the BEST way 
to deal with this situation? 

A. Analyze the impact that the change will have on the work to be done, the schedule, and the 
budget 

B. Deny the change because any delays are unacceptable 

C. Gather consensus among the team thatyou should make the change before approaching 
the stakeholders, so that they can see the team supports making the change 

D. Make the change to the project plan and subsidiary plans, and ask the team to implement 
the change 

184. You have been asked to select between three projects. Project A has a net present value 
of $54,750 and will take six months to complete. Project B has a net present value of $85,100 
and will take two years to complete. Project C has a net present value of $15,000 and a benefit- 
cost ratio of 5:2. Which project should you choose? 

A. Project A 

B. Project B 

C. Project C 

D. There is not enough information to decide 

185. Which of the following is a defect? 

A. A mistake made by a team member on the job 

B. A change that the team needs to make in how they do the work 

C . A project management plan that does not meet its requirements 

D. A change request that's been rejected by the change control board 
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186. A project manager is faced with two team members who have conflicting opinions. One team member 
explains her side of the conflict, and presents a possible solution. But before the other team member starts to 
explain his side of things, the project manager says, "I've heard enough, and I've decided to go with the solution 
I've heard." This is an example of: 

A. Withdrawal 

B. Compromise 

C. Smoothing 

D. Forcing 

187. As you determine the requirements, constraints, and assumptions for the project you record them in which 
document? 

A. Project Management Plan 

B. Project Scope Statement 

C. Project Charter 

D. Communications Management Plan 

188. You've been hired by a large consulting firm to evaluate a software project for them. You have access to the 
CPI and EV for the project, but not the AC. The C PI is .92, and the EV is $172,500. How much money has actually 
been spent on the project? 

A. $158,700 

B. $172,500 

C. $187,500 

D. There is not enough information to calculate the actual cost 

189. Approved changes are implemented in which process? 

A. Directand Manage Project Execution 

B. Monitor and Control Project Work 

C. Perform Integrated Change Control 

D. Develop Project Management Plan 

190. You've been hired by a large consulting firm to lead an accounting project. You determine the needs of the 
project and divide the work up into work packages so that you can show how all of it fits into categories. What 
are you creating? 

A. AWBS 

B. A schedule 

C. A Project Scope Statement 

D. A contract 
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191. Over half of conflicts on projects are caused by: 

A. Bad habits, defects, technology 

B. Resources, priorities, schedules 

C. Budget, carelessness, personalities 

D. Technology, money, personalities 

192. Which of the following is NOT a tool or technique of Monitor and Control Risks? 

A. Bringing in an outside party to review your risk response strategies 

B. Revisiting your risk register to review and reassess risks 

C . Using Earned Value analysis to find variances that point to potential project problems 

D. Gathering information about how the work is being performed 

193. You work for a consulting company and your team has implemented an approved scope 
change on your project. You need to inform your client that the change has been made. 
What's the best form of communication to use for this? 

A. Formal verbal 

B. Formal written 

C. Informal written 

D. Informal verbal 

194. Which of the following is NOT typically found in a project charter? 

A. Project requirements 

B. Authorization for a project manager to work on a project 

C . Work packages decomposed into activities 

D. An initial set of schedule milestones 

195. What are the strategies for dealing with positive risks? 

A. Avoid, mitigate, transfer, accept 

B. Transfer, mitigate, avoid, exploit 

C. Exploit, share, enhance, accept 

D. Mitigate, enhance, exploit, accept 

196. In which process do you create the Risk Breakdown Structure? 

A. Identify Risks 

B. Plan Risk Responses 

C. Perform Qualitative Risk Analysis 

D. Plan Risk Management 
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197. Your project just completed, and one of your subcontractors has sent you floor seats to the next big hockey 
game to thank you for your business. What is the BEST way to respond? 

A. Thank the subcontractor, but do not give him preference in the next RFP 

B. Thank the subcontractor, but politely refuse the gift 

C . Ask for tickets for the entire team, so that it is fair to everyone 

D. Report the subcontractor to PMI 

198. A project manager discovers that a project problem has occurred. The problem was never discussed during 
risk planning activities or added to the risk register, and it will now cost the project money. What is the BEST 
response? 

A. Don't take any action, just accept that there's a problem that the team did not plan for 

B. Stop all project activity and approach senior management for advice 

C . Add the risk to the risk register and gather information about its probability and impact 

D. Use the management reserve to cover the costs of the problem 

199. You are managing a large construction project that's been broken down into subprojects (or phases). Each 
of these subprojects is scheduled to take between three and six months to complete. At the end of each sub- 
project, you plan to go through the closing processes and document lessons learned. Which of the following 
BEST describes what you must do at the beginning of each subproject or phase? 

A. Make sure you don't involve the team, to avoid introducing too much project management overhead 

B. Identify the stakeholders 

C . Use the Earned Value Technique to decide whether or not to finish the project 

D. Release all resources from the project and contact sellers to renegotiate all contracts 

200. Which of the following is NOT an output of the Manage Stakeholder Expectations process? 

A. Change requests 

B. Deliverables 

C . Updates to the project management plan 

D. Organizational process asset updates 



744 Chapter 15 



practice exam 



Pef ore you look at the answers... 

Before you find out how you did on the exam, here are a few 
ideas to help make the material stick to your brain. Remember, 
once you look through the answers, you can use these tips to 
help you review anything you missed. 




Don't get caught up in the question. 

If you find yourself a little confsued about a question, the first thing you 
should do is try to figure out exactly what it is the question is asking. It's 
easy to get bogged down in the details, especially if the question is really 
wordy. Sometimes you need to read a question more than once. The 
first time you read it, ask yourself, "What's this question really about?" 



TWis is especially use-Cul 
£>r torX\\ti resolution 
questions - the ones 
y/nev-e youYe presented 
y/itn a disagreement 
ketv/een two people and 
asked ho*/ you d handle it 



Q Try this stuff out on your job. 

Everything you're learning about for the PMP exam is really practical. 
If you're actively working on projects, then there's a really good chance 
that some of the ideas you're learning about can be applied to your job. 
Take a few minutes and think about how you'd use these things to make 
your projects go more smootly 






Write your own questions. 

Is there a concept that you're just not getting? One of the best ways that 
you can make it stick to your brain is to write your own question about 
it! We included "Question Clinic" exercises in Head First PMP to help 
you learn how to write questions like the ones you'll find on the exam. 
And if you visit http://www.headfirstlabs.com/PMP, you'll find 
a fill-in form to help you construct your own questions — and you can 
see questions that other people have written. And that's all going to help 
you understand the material better. 



Get some help! 

Join the free PMP study forums at the Head First 
Labs website. That's a great place to ask questions and 
find other people who are also studying for the exam. 
Visit http://www.headfirstlabs.com/ and click on 

"Forums" to join. 
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1. Answer: C 

It's not enough that the Project Manager approves of the Project Management Plan; it needs 
to be approved by all of the stakeholders in the project. Everyone on the team should feel 
comfortable with the processes that are going to be used to do the work. 



2. Answer: B 

J oe is doing root-cause analysis on process problems: that's Perform Quality Assurance. 
Remember, Perform Quality Control is when you are trying to find problems in your work 
products through inspection. Perform Quality Assurance is when you are looking atthe way your 
process affects the quality of the work you are doing. 



3. Answer: C 

The RACI matrix shows roles and responsibilities on your project. RACI stands for Responsible, 
Accountable, Consulted, Informed. Some people on your project will be responsible for activities, 
others might be accountable for them. The R AC I matrix is a table that shows people and how 
they relate to the work that is being done. 



4. Answer: A 




When a change has been approved you always need to update the baseline and then 
implement the change. That way, you will be su 
and schedule expectations and not the old ones 



implement the change. That way, you will be sure to track your performance versus new scope ?** tWt*a s _ hL l 
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5. Answer: A 



Sexism, racism, or other discrimination should never be tolerated, no matter what the 
circumstances. You must separate your team from discriminatory practices, even if those 
practices are normal in the country where you're working. 



6. Answer: A 



n 
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The project scope management plan is a really important tool in your project. It tells you exactly 
how you'll create the project scope, define the WBS, verify that the work has been done, and 
make changes to the scope. But it doesn't tell you about specific assumptions that you and the 
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team have made, or constraints on your project. To find those, you should look in the requirements 
documentation and the project scope statement. * Thc £dopc Base|ihe ^^ ^ ^ ^ 

^- ftrojcdt sto ? t siaicntKi, so you'll fi*d 

^ohstmaihts a*d assur»pW lh& t) {^ 
7. Answer: A 

Stakeholder Analysis is one of the tools and techniques of the Identify Stakeholders process. And 
that shouldn't really be a surprise. After all, the goal of stakeholder analysis is to write down the 
needs of your stakeholders. Identify Stakeholders is one of the processes in the Communications 
Management knowledge area, and answer A is the definition of Communications Management. 



8. Answer: C 

J ust because the change will help the project's timeline doesn't mean that it will be an overall 
benefit to the project. It's important to check how the project will impact the other two constraints 
as part of your change request. Once you know all the facts about the change, the change control 
board can make an informed decision about how to proceed. 



9. Answer: B 

The most expensive defects are the ones introduced when the product is being designed. This is a 
little counterintuitive at first, but it really makes sense once you think about how projects are run. If 
your team introduces a defect into a product while it's being assembled, then they have to go back 
and fix it. But if there's a flaw in the design, then you have to halt production and go back and figure 
out all the things that flaw affected. You may have to order new parts, reassemble components, 
and maybe even go back and redesign the product from the ground up. 

rut* *» r* ^SS^SST^ 
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10. Answer: A "desiys. and s?^' 

This question is asking you to create a forecast using estimate to complete (ETC), which uses 
CPI to project how much money is likely to be spent for the rest of the project. The first step is to 
plug the numbers into the formula E AC = BAC / CP I, which yields EAC = $80,000 / .95 = $84,210. 
That's how much money you're likely to spend on the project. Now you can figure out ETC = EAC ■ 
AC =$84,210 -$25,000 =$59,210. 
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11. Answer: B 




Decomposition is the main tool for creating the WBS. It just means breaking the work down into 
smaller and smaller pieces based on how your company does the work until it is small enough to 
categorize and organize hierarchically. 



12. Answer: C 

Q uality management is all about making sure that the product you are building conforms to your 
customer's requirements. If you have done a good job of gathering and understanding those 
requirements, all of the measurements you take on your project should help you see if what you 
are building will make your clients satisfied in the end. 



13. Answer: D 

The Communications Management Plan defines all of the processes that will be used for 
communication on the project. 



14. Answer: D 

The work authorization system is a part of your company's Enterprise Environmental Factors, 
and it's generally part of any change control system. It defines how work is assigned to people. If 
work needs to be approved by specific managers, the work authorization system will make sure 
that the right people are notified when a staff member's work assignments change. 



15. Answer: A 

There are a few really important ethical issues in this question. Your senior management was 
clear about the rules: go with the lowest bidder. And that's what you should do. But on top of that, 
you shouldn't choose your sellers based on perks that you'll get- that's called a bribe. And you 
should always refuse bribes. 



16. Answer: B 

Quality audits are when your company reviews your project to make sure that you are following 
all of the processes in your company correctly. They are a tool of the Perform Quality Assurance 
process. 
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17. Answer: B 

Some questions on the exam might ask you about how to operate in another country. In this case, 
the question is about whether or not something is a bribe. Clearly, if it's a bribe, you can't pay it. But 
is it? If a payment to a government official (or anyone else) is customary, then it's not a bribe. You ^^ 
should go ahead and pay the police-as long as it's acceptable and legal in that country. ^\ 

jWW a bribe isn't money. Sem.etm.es it's not 100% dear if so^iw * • l l 
But .-f you see an e*a* Question where You're *,uL/l j C , 9 ™" " * bHbc ' 

18. Answer: D ■* sure you W that reward ^^J^Si S 9 ^ ^'^ 

Confronting means figuring out the cause of the problem and fixing it. That's the best way to be 
sure that the right decision is made. 



19. Answer: D 

The most important part of the Perform Quality Control process is that your team has to inspect 
each deliverable in order to verify that it meets its requirements. So what do you need to do that 
Well, obviously you need the deliverables! And Quality Checklists are really useful too, because 



they help you inspect each deliverable. You need Work Performance Measurements, because that ) 

tells you how well the team is doing the job. But Validated Changes aren't an input- they're the , / , .i» 

You can't do anything about the problem until you understand it. You should meet with the client to 
get a better understanding of what went wrong and why the product is not meeting their needs. 



21. Answer: C 

Your risk register is one of the most important project management tools that you have- that's 
why you review it and go over your risks at every meeting. Any time you come across a new risk, 
the first thing you should do is document it in the risk register. It's really easy to lose track of risks, 
especially when you're running a big project. By adding every risk to the register, you make sure 
that you don't forget about any of them. So once you've identified the risk, what's the next step? 
You analyze the impact and probability of the risk! That's what the Qualitative Risk Analysis process 
is for. You shouldn't take any other action until you've analyzed the risk. The reason is that it might 
turn out that the risk is very unlikely, and there might be another risk with a higher probability and 
larger impact that deserves your attention. 
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22. Answer: D 

Tom is using a Template. As your company completes projects, the documents created along 
the way are stored in an Organizational Process Asset library. The WBS's from those past 
projects can be a great way to be sure that you are thinking of all of the work that you will need While a -template is 
to do from the very beginning. Your project will never match the old WBS exactly, but there could de-Pmi-tcly o*e o-P your 
be work packages listed there that you might not have thought of on your own but really are ^gahiza-tioh's pv- <. css 
necessary in your project. asse-b, i-t's HOT a -tool ov 

-te^hhi^uc o( -the Create 
WBS process. |£ $ a* 

23. Answer: A ih P ut - 

The project charter does several important things: it lays out the project requirements, describes 
an initial summary milestone schedule, documents the business case, and identifies initial risks, 
assumptions, and constraints. But the most important thing that a project charter does is that 
it identifies the project manager, and assigns him or her the authority necessary to get the job 
done. 



24. Answer: B 

You need to figure out the root cause of the problem if you are going to find a lasting solution 
to it. The best choice is to meet with the manager and understand why he offered the team 
members to you and what you can do to work together to find the right people for your team. It's 
possible that he has some information about those staff members that make them a good fit 
after all. 



25. Answer: C 

The point of total assumption is the point at which the seller assumes the costs. In a firm fixed 
price contract, this is the point where the costs have gotten so large that the seller basically runs 
out of money from the contract and has to start paying the costs. 



26. Answer: C 

All project reports must be communicated as formal written documents. Not only that, but 
anything that has to do with a contract DEFINITELY needs to be formal written. 
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27. Answer: A 

As a certified project management professional, it's your duty to respect copyrights. Purchased software is 
copyrighted, and you cannot use it without a license. Ever. If you don't have the budget to buy it, you can't use 

If you want to evaluate how the project is doing with respect to the schedule and budget, you need to calculate 
CPI and SPI. The first step is to write down the information you have so far: BAC = $450,000, planned % 
complete = 45%, actual % complete = 40%, and AC = $165,000. Now you can calculate PV = BAC x planned 
% complete = $450,000 x 45% = $202,500. And you can calculate E V = BAC x actual % complete = $450,000 
x 40% =$180,000. Now you have the information you need to calculate CPI and SPI. CPI = EV /AC = 
$180,000 / $165,000 = 1.09, which is above 1.0— so your project is within its budget. And you can calculate 
S p | = E V / P V = $180,000 / $202,500 = .89, which is below 1.0 - so your project is behind schedule. 



29. Answer: D 

Sometimes Verify Scope happens before Control Scope, and sometimes it happens afterwards- and 
sometimes it happens both before AND afterwards. That actually makes a lot of sense when you look at 
what those two processes do, and how they interact with each other. You always perform some Verify Scope 
activities at the end of your project, because you need to verify that the last deliverable produced includes all 
of the work laid out for it in the Scope Statement. Most projects will almost certainly have gone through Control 
Scope before then. So it might seem like Control Scope always happens before Verify Scope. But you don't 
just perform Verify Scope at the end-you actually do it after every deliverable is created, to make sure that 
all the work for that deliverable was done. Not only that, but sometimes Verify Scope fails because your team 
didn't do all of the work that was needed- that's why Requested Changes are an output of Verify Scope. And 
if those changes include scope changes, then your project will end up going through Control Scope again— 
possibly for the first time in the project, if this is the first scope change you've had to make. So Control Scope 
can happen before Verify Scope, but it can also happen afterward as well. That's why there's no prescribed 
order for those two processes: they can happen in any order. 

Answer P is wro*5 bettuse you dan't \u*t terminate a dontradt, **e *'* My 
^ binding But rf a dontradt does eventually *t terminated early during dla.ms 

30. Answer: A administration, you do have to £>IU any termination procedures .n the dontradt- 

When there's a dispute between a buyer and a seller, that's called a claim. Most contracts have some language 
that explains exactly how claims should be resolved-and since it's in the contract, it's legally binding, and both 
the buyer and seller need to follow it. Usually it's not an option to renegotiate a contract, especially at the end 
of the project after the work is complete, and lawsuits should only be filed if there are absolutely, positively no 
other options. 
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31. Answer: C 



When you're performing the(^i oseProcuremeng ^process, you're closing out work done by a seller 

for a contract. To do that, you do a few things: you verify that all of the work and deliverables are 

acceptable, you finalize any open claims, and in case of early termination, yo u follow the termin ation^^ 

clause in the contract. On the other hand, when you're performing the^ jpse Project or Phase ) ] 

process, you're finalizing all of the various activities that you do across all of the process groups, and J 

you're also verifying that the work and deliverables are complete. Understand^ the di+wrentt 

between these two tWy ca» really 
hel\> you on the e*aJ 
32. Answer: B 

Of all of the contract types listed in the question, the Time & Materials (T&M) contract is the riskiest 
kind of contract for the buyer, because if the cost of the materials gets really high then they're passed 
along to the buyer-and the seller doesn't have any incentive to keep them down! (It's true thatCost 
Plus Award Fee (CPAF) could involve paying an additional fee to the seller, but that fee is based 
entirely on the buyer's subjective evaluation of the seller's performance, which lowers the risk.) 

Unplaced work done by -the tea. 

plating, eve* rf ,£ ma |< cs ^ 



33. Answer: A 




** is always gold 
- >e dient happy. But i-f 
the d.ent never asked £>r it, it's »ot sdope <*eep 
because the project's placed sdope ^ever dha^ed. 

Gold plating is when you or your team add more work to the project that was not requested by the 
sponsor or client. It is always a bad idea to gold plate a project because the impact is sometimes not 
immediately known. Sometimes, a feature that might seem really useful to your team is actually a 
detriment to the client. Gold-plated features can also introduce bugs that slow down later development. 



34. Answer: C 

This is an example of accepting a risk. The team can't do anything about the weather, so the project 
manager has accepted the fact that they could end up being delayed by it. 



35. Answer: B 

A watchlistis where you keep risks that don't have a high enough probability or impact to make it into the 
risk register but still need to be monitored. By recording the risk in a watchlist, you will have a reminder 
to check to be sure that circumstances haven't changed as your project goes on. That should give you 
enough time to come up with a risk response strategy if circumstances change as time goes on. 
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36. Answer: C 

The Project Management Plan is nota bar chart (or a Gantt chart). It's the collection of all of the 
planning documents you create through all of the knowledge areas within the five process groups. 
It describes how your project will handle all of the activities associated with your project work. 



37. Answer: A 

Verify Scope is the Monitoring & Controlling process for the Scope Management knowledge area. It 
doesn't have anything to do with planning out the scope of the project- you do it as you complete 
each project phase to make sure that your team has completed all of the project work. 



38. Answer: C 

Cost Aggregation is used to build your budget, but it is nota tool for cost estimation. Bottom-up, 
Parametric, and Analogous estimation techniques are used for both cost and time estimates. 



39. Answer: A 

A control chart is a really valuable tool for visualizing how a process is doing overtime. By taking 
one measurement after another and plotting them on a line chart, you can get a lot of great 
information about the process. Every control chart has three important lines on it: the mean (or the 
average of all data points), an upper control limit and a lower control limit. There's an important rule 
called the Rule of Seven that helps you interpret control charts. That rule tells you that if you find 
seven consecutive measurements that are on the same side of the mean, there's something wrong. 
That's because it's extremely unlikely for seven measurements like that to occur- it's much more 
likely that there's a problem with your process. If you can figure out an improvement to fix that, 
you'll have a lot fewer defects to repair later! 



40. Answer: B 

The PMP Code of Professional Conduct states that you mustfollow every law, no matter how trivial, 
and no matter how serious the consequences are. Any time that you see a question that asks 
about breaking a law, your answer should always be the choice that doesn't break it- no manner 
how minor the infraction, and how serious the consequences. 
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41. Answer: C 

The staffing management plan tells you everything that you need to know about when resources 
will be released from a project. Since the team you need for your project is currently on another 
project, that project's staffing management plan will tell you when they will be released from that 
project and available for yours. 



42. Answer: C 

If your project is broken up into phases, you should have a kickoff meeting at the start of each 
phase. You use that meeting to talk about lessons learned from past projects and establish the 
way people will communicate as the project work goes on. 



43. Answer: A 

Performance measurement is what you're doing when you look at the work that the team is 
performing in order to determine whether the project is ahead or behind schedule. A really 
good way to do that is to use schedule variance (SV) and schedule performance index (S PI) 
calculations. 



44. Answer: B 

Once you've figured out the impact of the change to your schedule, budget, and scope, the 
next step is to take the change request to the Change Control Board. If they approve your 
recommendation, then the request will be approved and you can update your baseline and 
implement the change. 



45. Answer: B 

When you work with a union then the union contract can have an impact on your project. That 
means you need to consider the union itself a stakeholder, and when you do your planning you 
need to make sure any union rules and agreements are considered as constraints. 



46. Answer: C 

A change control board (or CC B) is a group of people that approves or rejects changes. It usually 
includes the sponsor, which makes sense because the sponsor is the one funding the project. It's 
not the project manager's job to tell the CCB whether or not to approve a change- they use their 
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expert judgment to figure out whether or not the change is valuable. It IS the project manager's job 
to make sure the impact of the change on the triple constraint (time, scope, and cost) is evaluated, 
but that impact analysis should happen BEFORE the change request is sent to the CCB. 



47. Answer: A 

Co-location means that you have all of your team located in the same room. When you do this, you 
can increase communication and help them build a sense of community. Sometimes the room the 
co-located team meets in is called a war room 






* / peal tool - \i Aiv « JIaa y d , ' ddc,r **&*** is 

^ * 9 .ves all b,dd c ,s **» fc i hc sa, c i^aii< 



48. Answer: B x , 9^t tool - \i a iv , s ... \ tA , 7 ° u, « ac,r ^we is a 



Any time there's a conflict of interest, it's your duty to disclose it to your company. After that, you 
should always proceed based on your company's policies. If there are no specific policies about 
that, then make sure that the conflict does not affect your decisions. 



49. Answer: B 

Stakeholder analysis means talking to the stakeholders and figuring out their needs, and it's 
something that you do when you're defining the project scope. If there's an important client who 
has needs that your project is supposed to fulfill, that client is always a stakeholder. And if your 
project is not meeting that client's needs, then you didn't do a good enough job when you were 
performing stakeholder analysis! 



50. Answer: B 

The project management methodology describes the process (or lifecycle) that you use to manage 
your project. It really doesn't have anything to do with closing a project or phase. The other three 
answers, however, do! You need the Project Management Plan to give you the procedure for 
closing the project phase. You need the Accepted Deliverables to verify that they're complete. And 
you need your Organizational Process Assets for lessons learned and closure guidelines. 



51. Answer: D 

The scope baseline is made up of the P roject Scope Statement and the WBS and the WBS 
Dictionary. The WBS Dictionary is considered a supporting documentto the WBS, so if the WBS 
were to change, then the dictionary would, too. 
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52. Answer: B 

A rough order of magnitude (ROM) estimate is an estimate that is very rough. According to the 
PMBOK® Guide, you should expecta ROM estimate to be anywhere from half (-50%) to one 
and a half times (+50%) the actual result. That means that if your ROM estimate for a project is 
six months, then you should expect the actual project to be anywhere from three months to nine 
months. 



53. Answer: A 

It's pretty easy to remember which processes are in the Initiating group, because there are only 
two of them! But more importantly, it's useful to know what you need to do when you initiate 
a project. First the project charter needs to be created (by performing the Develop Project 
Charter process), which authorizes the project manager to do the work. And then you need to 
identify your stakeholders (by performing the Identify Stakeholders process), which helps you 
understand who needs your project done and what interest they have in it.. 



54. Answer: B 

Mary is working for a projectized organization. In those companies, the project manager has 
authority over the team as well as the project. 



55. Answer: C 

It's very hard to figure out whether or not your project is successful unless you can measure 
that success. That's why you need to come up with goals that have numbers attached to 
them— which is what quantifiable means. Of all four answers, only answer C has a goal that you 
can actually measure. 



56. Answer: A 

Customer satisfaction is an important part of modern quality management. Remember, customer 
satisfaction is about making sure that the people who are paying for the end product are happy 
with what they get. B ut the way that you make sure that your customers are happy is by meeting 
their needs- and you do that by ensuring the product the team builds meets the customer's 
requirements. That's what quality management is all about, and it's an important reason that you 
do quality management. 
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57. Answer: B 

Customers can be satisfied even when a project is not profitable— customer satisfaction isn't 
always about money. Rather, customer satisfaction is about making sure that the people who are 
paying for the end product are happy with what they get. When the team gathers requirements 
for the specification, they try to write down all of the things that the customers want in the product 
so that you know how to make them happy. Some requirements can be left unstated, too. Those 
are the ones that are implied by the customer's explicit needs. In the end, if you fulfill all of your 
requirements, your customers should be satisfied. 



58. Answer: C 

S ince the project absolutely must be completed in seven months for it to be worth doing, the 
deadline is a constraint. It must be met for the project to be considered successful. 



59. Answer: C 

Herzberg's Motivation-Hygiene Theory states that people need things like good working conditions, 
a satisfying personal life, and good relations with the boss and coworkers- these are called 
"hygiene factors." Until people have them, they generally don't care about "motivation factors" like 
achievement, recognition, personal growth, or career advancement. 



60. Answer: C 

The Resource Histogram is a bar chart that shows your staffing needs over time. If you need more 
testers in the end of the project than you do while you're building a product, for example, you can 
forecast how many you will need and what their skill level needs to be from the beginning. That 
way, you'll be sure that they're available when you need them. 



61. Answer: B 

There are four things you can do with any opportunity. You can exploit it by making sure you do 
everything you can to take advantage of it. You can share it by working with another company in 
a way that gives you a win-win situation. You can enhance it by figuring out a way to increase its 
value. Or, if there's no way to take advantage of it, you can just accept it and move on. In this case, 
taking additional actions that will increase the potential reward is enhancing the opportunity. 




you are here U 757 



exam answers 



■- Exam (E?g$*iim$ — 



62. Answer: B 

The Plan-Do-Check-Act cycle is a way of making small improvements and testing their impact 
before you make a change to the process as a whole. It comes from W. Edwards Deming's 
work in process improvement, which popularized the cycle that was originally invented by Walter 
Shewhartinthe 1930s. j, , 



63. Answer: A 

Lessons learned are part of the organizational process assets, not enterprise environmental 
factors. Your company's enterprise environmental factors tell you about how your company 
typically does business-like how your company's departments are structured, and the 
regulatory and industry environment your company operates in. An important enterprise 
environmental factor that you'll run across when you're planning a project is the work 
authorization system. That's your company's system to determine who is supposed to be 
working on what, and when the work should get done. 



64. Answer: C 

The cost variance (CV) is the difference between the amount of money you planned on spending 
and the total that you've spent so far. This should make sense- if your CV is negative, it means 
that you've blown your budget. 



65. Answer: B 

Tom is using expert power. Since he's been through this problem before, his team is more likely 
to accept his authority. Expert power is the best form of power to use when making project 
decisions. The team will respect decisions that are based on experience and expertise. 



66. Answer: D 

It's important to know that resources, schedules, and priorities cause 50% of project problems 
and conflicts. Sure, it's important for the PMP exam. But even more importantly, if you're trying 
to confront a problem by looking for the root cause of a conflict, the odds are that you'll find that 
cause in one of those three areas! 



^fcafe^, 
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67. Answer: B 

Quality Audits are when your company reviews your project to see if you are following its processes. The point is 
to figure out if there are ways to help you be more effective by finding the stuff you are doing on your project that is 
inefficient or that causes defects. When you find those problem areas, you recommend corrective actions to fix them. 

4- A»v We Vou Areate rtto^dtd 
C_ Jrtftbve adWs, ti*y 50 tt^ 1 

68. Answer: A dhav^e to*brol 

Any time you do coaching, mentoring, training, or anything else to help others learn about project management, 
you're contributing to the project management body of knowledge. 



69. Answer: B 

Even if a project is shutdown before the work is completed, you still need to document the lessons learned and add 
them to the organizational process assets. In fact, if a project is terminated early, that's probably the best time to do 
that! When a project goes seriously wrong, then there are always important lessons that you can learn-even if it 
wasn't your fault! 



70. Answer: A 

Seven values on one side of the mean in a control chart indicate a problem with the process that is being measured. 

71. Answer: B 

The Delphi technique is a way to get opinions and ideas from experts. This is a technique that uses a facilitator who 
uses questionnaires to ask experts about important project risks. They take those answers and circulate them- but 
each expert is kept anonymous so they can give honest feedback. 

72. Answer: D 

Take a look at the answers to this question. What do you see? A list of processes- "Create WBS", "Develop Project 
Management Plan", "Develop Project Charter," and "Identify Stakeholders". Your job is to figure out which of these 
processes comes next. So what clues do you have to tell you where you are in the project lifecycle? Well, you've just 
been authorized to manage a new project. Since the project charter is what authorizes a project manager to work on 
a project, it means thatthe Develop Project Charter process has just been performed. So which of the processes in 
the list comes next? The other Initiating process: Identify Stakeholders. 
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The expected monetary value (or EMV) of the problems integrating the component is the 
probability (20%) times the cost ($3,000), but don't forget that since it's a risk, that number 
should be negative. So its EMV is 20% x $3,000 =-$600. The savings from not having to build 
the component from scratch is an opportunity. It has an EMV of 40% x $10,000 =$4,000. Add 
them up and you get -$600 + $4,000 = $3,400. 

SomeWesavoid^ one risk 

tan lead to another. Its 
74. Answer: C 
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The best thing that you can do with a risk is avoid it- if you can prevent it from happening, it -the subcontractor »* the 
definitely won't hurt your project. The easiest way to avoid a risk is to cut it out of your project jf jyst place, and *ow you vc 
entirely; in this case, getting rid of the subcontractor avoids the risk. exposed the project to a 

diWerent risk! That's why 

Risk Management is so 

75. Answer: D important 

The WBS Dictionary always corresponds to an entry in the WBS by name and Work Package 
ID. So that's the easiest way to cross reference the two. The Statement of Work describes the 
work that will be done. The Responsible Organization is the team or department who will do 
it. Schedule Milestones are any set dates that will affect the work. The Quality Requirements 
describe how we will know if the work has been done properly. The Resource and Cost 
Estimates are just a list of how many people will be needed to do the work and how much it will 
cost. Answer A couldn't be right because net present value doesn't have anything to do with 
individual work packages. The other options mention Earned Value and Monte Carlo Analysis, 
which have nothing to do with scope management as well. 



76. Answer: C 

The best way to resolve any problem is to confront the issue- because "confronting" means 
figuring out the source of the problem and then resolving the root cause of the conflict. Any time 
you have an opportunity to confront the problem, you should do it. Remember, one of the most 
important things that a project manager does is make sure that team conflicts get resolved. 
Sometimes questions are worded so that the word "confronting" sounds negative. Even when it 
is, it's still the best approach to resolving conflicts! 



77. Answer: A 

Tom is a Theory X manager. He believes that employees need to be watched all of the time and 
that all of his team members are selfish and unmotivated. 
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78. Answer: C 

The WBS Dictionary is the companion document to the WBS. It gives all the details that you know 
about each work package in the WBS, including estimates and billing information. 



79. Answer: A 

This is a calculation question that's asking you to use SPI and CPI to evaluate your project. Luckily, 
it's easy to do that! First calculate SPI = EV / PV = $15,000 / $12,000 = 1 .25— so your project is 
ahead of schedule. Then calculate C P I = E V / AC = $15,000 / $11,000 = 1.36— so your project is 
within its budget. 



80. Answer: C 

Whenever you use any of the seven basic tools of quality to examine the results of an inspection of 
your product, you are in Perform Quality Control. If you were examining the process your company 
uses to build multiple projects, you would be in Perform Quality Assurance. 



81. Answer: A 

Withdrawal happens when someone gives up and walks away from the problem, usually because 
they're frustrated or disgusted. If you see a team member doing this, it's a warning sign that 
something's wrong. 



82. Answer: B 

The reason we work to do quality planning up front is that it is most expensive to deal with 
problems if you find them late in the project. The best case is when you never inject the defects 
in the first place; then it doesn't cost anything to deal with them. Prevention is always better than 
inspection. 



83. Answer: D 

You must always follow your company's policy- it's your ethical duty as a project manager. You 
should find some other way to reward her that is not against your company's rules. 
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84. Answer: B 

Perform Qualitative Risk Analysis is all about figuring out prioritizing each risk, and figuring out 
its probability and impact. It's an important part of risk planning. But it's not about coming up with 
specific numbers! That's what Perform Quantitative Risk Analysis is for— and EMV analysis is part <^-^ 
of Quantitative (not Qualitative) analysis, because it's where you assign numeric values to risks 



1 at^A^ 
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85. Answer: D 






The P M P Code of P rofessional Condut tells us that an important part of any project manager's 
career is enhancing personal professional competence. This means increasing your knowledge 
and applying it so that you can improve your ability to manage projects. 



86. Answer: B 

A Risk Urgency Assessment is a tool of Perform Qualitative Risk Analysis. Identify Risks is all <^ 
about finding risks. Perform Qualitative Risk Analysis is about ranking them based on what your ) 



team thinks their impact and probability will be for your project. 



87. Answer: C 
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Identify R'* ks - 

To calculate the expected monetary value (EMV) of a set of risks and opportunities, multiply each 
probability by its total cost and add them together. In this question, the cost of the risk is -$15,250 
+ -$20,000 = -$35,250, so its EMV is 40% x -$35,250 = -$14,100. The value of the opportunity is 
$4,500 and its probability is 65%, so its EMV is 65% x $4,500 = $2,925. So the total EMV for the 
two is -$14,100 + $2,925 = -$11,175. 



^ Do*'-t 4v 9 c-t that the *ost o( 
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88. Answer: A 



opportunity is positive. 



dost Jc a* 



Before you can close your project, there are a few things you need to do. Remember the 
acceptance criteria in the scope statement? Well, those criteria need to be met. And you need to 
get formal written acceptance from the customer. And every work item in the WBS needs to be 
completed. 

^ UM the Customer adepts the ftnal 

^" product, Y olA,r P^j^ ,s *^ dcm • 
89. Answer: D 

Once you've closed out a procurement, it's important to conduct a procurement audit. This is 
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where you go over everything that happened on the project to figure out the lessons learned, and look for anything 
that went right or wrong. However, consideration-or payment- is not part of an audit (unless there was a problem 



processing or paying it). /f\ ,, . ,. ^^^i s^sbc* * |S °* c A „l 

^ o*t of Close fVoWre»»ts - y» 
90. Answer: B g^^ ^ '** ** ? 

The Staffing Management plan includes a "Reward and Recognition" section that describes how you'll reward your 
team for good performance. It also contains training requirements and release criteria. ^v. 

T\\t+t s y\o s\aL\\ iW\v\§ as a 

9LAnswenC i\*?MdOm^dt. 

It's pretty obvious just from a quick glance at the numbers that this project is in trouble. The total budget for 
completion is 900 panels x $75 per panel =$67,500, and your actual costs are already $45,000. But if you look at 
all the answers, every one of them could potentially be correct: you know that you're pretty far below budget, so the 
CPI will be below 1 and the CV will be negative. And since you should have completed 400 panels, you're behind 
schedule, so you know your SP I will also be below 1. So which of the answers is right? There's only one way to 
find out: do the calculations. Actual % complete is 350 + 900 = 38.9% so PV = $67,500 x .389 = $26,258. Planned 
% complete is 400 + 900 = 44.4%, so PV = $67,500 x .444 = $29,970. CPI = $26,258 + $45,000 = .584, and CV 
= $26,258 - $45,000 =-$18,742, so both of those numbers don't match the answers for A and B. And for answer 
D, SPI = $26,258 + $29,970 = .876, which doesn't match, either. But for answer C, TCPI = ($67,500 - $26,258) + 
($67,500 - $45,000) = 1.833, which does match the answer. Answer C is correct. 



92. Answer: C 

By buying the extra chemical stock, you are mitigating the risk. 

93. Answer: D 

A resource histogram is just a way to visualize the number of people in each role that you will need on your project 
as time goes on. Once you have figured out your schedule and the order of activities, you figure out how many 
people it's going to take to do the work and plot that out over time. Then you have a good idea of what the staffing 
needs of your project will be. 

Stakeholder analysis is i» P or-Ui but 

94. Answer: D ^ 

C hange control is how you deal with changes to your project management plan. And a change control system is the 
set of procedures that lets you make those changes in an organized way. A typical change control system includes a 
change control board, utilizes a project management information system, and ends with either approval or rejection. 
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95. Answer: B 

Anytime you have any communication having to do with the contract, it's always formal written 
communication. 



96. Answer: A 

One of the most important elements of the staffing management plan is the timetable, which tells 
you who will work on what, and when they will be released from the project. One of the most 
common ways of showing the timetable is the resource histogram (or staffing histogram). That 
timetable will let you know exactly when you plan to release your project resources. 



97. Answer: D 

Noise is something that interferes with communication. It's not a communication type. 



98. Answer: B y^ ^ M lh c ahswc ^ ^ ^ 

L~ ^csiio h sodded *n*A 

Lessons learned from past projects are always part of a company's organizational process Hgh-t? J us x v ' 

assets, and are usually stored in a process asset library. The other three answers are important lessor le^h T"* ^ 
project tools, but they're not where you find lessons learned. your ^ u • a ± c , 

i *T. important 
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99. Answer: C 

Once your project team is done with the work, it's time to check the deliverables against the 
scope statement, WBS, and scope management plan. If your deliverables have everything in 
those documents, then they should be acceptable to stakeholders. When all of the deliverables 
in the scope are done to their satisfaction, then you're done with the project! What comes 
next? Formal acceptance, which means you have written confirmation from the stakeholders 
that the deliverables match the requirements and the project management plan. Since this 
communication is a project document, it's formal written communication. 



100. Answer: C 

The procedure for managing changes to a contract is found in the Contract Management Plan. 
The other three answers are all things you typically find in a project charter. 



764 Chapter 15 



Exam fiujsttms 



practice exam 



101. Answer: C 

The most important project constraints that you'll see on the exam are scope, quality, schedule, 
budget, resources, and risk. Any change to one of those constraints affects the others. It's 
important to balance all of these constraints throughout your project. 



102. Answer: D 

Every risk should have a risk owner listed in the register. That person is responsible for keeping the 
response plan up to date and make sure the right actions are taken if the risk does occur. 



103. Answer: B 

Risk mitigation means taking some sort of action that will cause a risk, if it materializes, to do as 
little damage to your project as possible. Having team members spend time doing work to prepare 
for the risk is a good example of risk mitigation. 



104. Answer: A 

Sometimes you don't need to do any calculations when you run across a question like this. The 
question asked you which number to use for a forecast of how much money you expect to spend 
on the rest of the project. Well, isn't that the definition of ETC? Since you were given the value of 
ETC, you could just use that number! 



105. Answer: D 

Product scope means the features and functions of the product or service being built. Project 
scope means the work that's needed to build the product. 



106. Answer: A 

It's just easy to calculate the late finish (LF) of an activity in a network diagram. Look at the 
following activity, take its LS (late start), and subtract one. If there's more than one following activity, 
use the one with the lowest LS. So for activity F in the question, the following activities are G, with 
an LS of 17, and H, with an LS of 11 . So the LF of F is 11 - 1 = 10. 
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107. Answer: A 



P unishment power is exactly what it sounds like- you correct a team member for poor behavior. 

Always remember to do this one-on-one, in person, and in private! Punishing someone in front of PumsU Ch i . >, 

peers or superiors is extremely embarrassing, and will be really counterproductive. ft\ usually ^ / Sl \ 



108. Answer: B 

Since the CFO is affected by your project, that means he's a stakeholder. The best thing you 
can do in this situation is get the new stakeholder's opinion incorporated in the project up front. 
It's important that all of the project stakeholders understand the needs and objectives that the 
project is meant to address. The worst case is to have the stakeholder's opinion incorporated 
at the end of the project- that could mean a lot of re-work or even an entirely unacceptable 
product. 



109. Answer: D 

An important part of identifying stakeholders is reviewing lessons learned from prior projects 
(because they may help you identify stakeholder issues early), performing stakeholder analysis 
(which often involves a power/interest grid), and reviewing procurement documents (because a 
contract often brings extra stakeholders with it). However, you don't create the change control 
system in the Initiating phase- that's something that you do as part of your project planning 
activities. 



110. Answer: C 

The Project Manager is mitigating the risk by backing up the data so that it doesn't get lost. He 
is transferring it to the insurance company by insuring the company for the cost of re-keying the 
information. 



111. Answer: B 

This project is not in good shape. The client has needs that aren't being met, but there may not 
be enough time or money to meet them. What's the project manager going to do? Well, the first 
thing that you should do any time you have a problem is try to figure out what's causing it. All of 
the other answers involved taking some sort of action, and you should never take action until 
you've figured out the root cause of the problem. 



c, °»> **k c 5U ^ 
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112. Answer: C 

Residual risks are risks that remain even after you have planned for and implemented all of your 
risk response strategies. They don't need any further analysis because you have already planned 
the most complete response strategy you know in dealing with the risk that came before them. 



113. Answer: D 

The client is trying to command Rekha to do what he says even though she has good reasons for 
not doing it. He isn't working to solve the problem, he's just forcing the resolution to go his way. 



114. Answer: B 

Constrained Optimization doesn't have anything to do with Define Scope— it's a kind of benefit 
selection method. The other answers are all tools of the Define Scope process. 



115. Answer: A 

The records management system is one of the tools that you use in the Close Procurements 
process. It's what you use to store your contracts and any related documents, so that future project 
managers can refer to them in future projects. 



116. Answer: B 

Time and Materials (T&M) contracts are used in labor contracts. In a T&M contract, the seller 
pays a rate for each of the people working on the team plus their material costs. The 'Time" part 
means that the buyer pays a fixed rate for labor— usually a certain number of dollars per hour. 
And the "Materials" part means that the buyer also pays for materials, equipment, office space, 
administrative overhead costs, and anything else that has to be paid for. 



117. Answer: D 

Any activity that helps you find, prevent or fix defects in your product is included in the cost of 
quality. The activities you do to build the product don't count towards that number. 
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118. Answer: B 

A stakeholder is anyone who is affected by the cost, time, or scope of your project. And that 
includes unions- if you have team members who are in a union, then you always need to 
consider that union as a stakeholder and make sure their needs are met. However, you don't 
need to consider the needs of your company's competitors. 



119. Answer: D 

The Project Scope Statement builds defines the scope of work for the project. It's where 
everyone comes to a common understanding about the work that needs to be accomplished on 
the project. 



120. Answer: C 



Men you tabulate fcMM 
^ a*Ythi*ft that saves your 



V yro\tti »»o*ey is Counted as 

$230,000 x 0.70 = $ 138,000 savings, and $150,000 x 0.40 = -$60,000 expenses. Add them o 0S 4we, and awytWrn^ that 
together and you get $78,000. Cos {^ \i ,»oney is negative. 

Multiply ead* ty ^e 
probability and add the* 
121. Answer: B together. 

The project manager is asking the other companies to help her make this opportunity happen 
and they can all share in the benefits of it. 



122. Answer: C 

If you discover that someone claims to have the PMP credential but is not actually certified, you 
must contact P M I immediately so that they can take action. 



123. Answer: A 

The most effective type of power for a project manager is Expert power. That's when your team 
respects you because they know that you know what you are talking about. 



124. Answer: B 

Since the Smith County project officer is the sponsor, he's the person who is best suited to 
signing the charter. A project charter is typically approved and signed by the sponsor. Some 
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projects are approved by key stakeholders, but they are never approved by project managers 
(since the project manager is only granted authority once the project is signed) or team members. 



125. Answer: B 

Administer Procurements is the Monitoring & Controlling process for Procurement Management. 
It's when you run into a change that has to be made to a specific contract. You use work 
performance information to determine how the contract is going, and the contract and procurement 
documents to see exactly what everyone's on the hook for. But you don't actually see the 
Procurement Management Plan as an input to administer procurements. 



126. Answer: A 

If you discover that someone claims to have the PMP credential but is not actually certified, you 
must contact P M I immediately so that they can take action. 



127. Answer: B 

You may get a question on the exam that asks what to do when you encounter a change. You 
always begin dealing with change by consulting the project management plan. 



128. Answer: B 

Sometimes you'll find that some risks have obviously low probability and impact, so you won't put 
them in your register. Instead, you can add them to a watchlist, which is just a list of risks that you 
don't want to forget about, but you don't need to track as closely. You'll check your watchlist from 
time to time to keep an eye on things. 



129. Answer: A 

Everything listed in each of the answers is a project document... exceptforthe Scope Baseline. 
The baselines and subplans are all part of the Project Management Plan, so they don't fall under 
the heading of "project documents". 





Project 
Documents 



(fT Take a minute and -flip -to pay 150 o-P the ?MdOK® <$uide. It 

— " has a tabic that show you exactly what's Considered part o-P the 
Project AlanajerKcnt Plan, and what's a pv-ojedt document 
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130. Answer: C 

When you're looking atCPI and SPI numbers, remember: lower = loser. IfyourCPI is below 1.0, 
then your project is over its budget. If the SPI is below 1.0, then the project is behind schedule. 
In this case, the project is ahead of schedule, since its SPI is above 1.0. But it's over its budget, 
because it's got a CPI that's below 1.0. 



131. Answer: B 

The key to a good bonus system is that it must be achievable and motivate everyone in the team 
to work toward it. If you are only rewarding one team member or a few people in the group, 
the rest of the team will not be motivated. Also, making the goals too aggressive can actually 
de-motivate people. 



132. Answer: A 

The formula for lines of communication is nx(n-l)/2. So the answer to this one is (17x16)/ 2 
= 136. 



133. Answer: A 

There are two kinds of project selection methods. Benefit measurement models, or comparative 
methods, are used to compare the benefits and features of projects. Mathematical models use 
complex formulas to determine which project has the most value to the company. You should 
get familiar with some of the more common comparative approaches to project selection, like 
murder boards, benefit-to-cost ratios, and peer reviews. 



134. Answer: D 

If you find out that someone is cheating on the PMP exam by distributing questions that are 
on it, you must report that person to PMI immediately. If that person is a PMP-certified project 
manager, he or she will be stripped of his certification. 



135. Answer: B 

The project sponsor is the person (or people) that pays for the project. Sometimes this means 
the sponsor directly provides funding; other times, it means the sponsor is the person who signs 
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the organizational approval to assign resources. E ither way, you can usually tell who the sponsor is 
by finding the person who can approve or deny the budget. 



136. Answer: C 

An important part of any project manager's career is enhancing personal professional competence. 
This means increasing your knowledge and applying it so that you can improve your ability to 
manage projects. 



The 
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137. Answer: A 
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The configuration management system is there to be sure that everybody on the team has the most 
updated version of all of the project documents. Whenever a project document is changed, it is 
checked into the Configuration Management System so that everyone knows where to go to get 
the right one. 



138. Answer: C 

P roject managers must have a "zero tolerance" policy on racist remarks, or any other cultural 
insensitivity. If there is an incident involving racism, sexism, or any other kind of discrimination, your 
top priority is to correct that. Every company has a policy that guides how you handle this kind of 
situation, so a question involving racism will usually involve the company's policy or HR department. 



139. Answer: B 

An important part of making sure that your project goes well is keeping an eye on the work, and 
that's what the Monitor & Control Project work process is for. It's where you constantly evaluate the 
work being done, and any time you see a problem you recommend changes, defect repairs, and 
preventive and corrective actions. , . «. S ^ 0>N the 

r r bfiat sW the ******* * 

140. Answer: D f W «*rla.d f * ^ 

)l the total dcteb W* 

Pareto charts plot out the frequency of defects and sort them in descending order. The right axis 
on the chart shows the cumulative percentage. This helps you figure out which root cause is 
responsible for the largest number of defects. The 80/20 rule states that 80% of defects are caused 
by 20% of the root causes you can identify. So if you do something about that small number of 
causes, you can have a big impact on your project. 
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141. Answer: C 

You need to make sure that what you're delivering matches what you wrote down in the scope 
statement. That way, the team never delivers the wrong product to the customer. As you 
complete each deliverable, you work with the stakeholders and the sponsor to make sure that 
you did the right work. 



142. Answer: C 

Even though the numbers are large, this is a simple application of the channels of 
communication formula: # lines = n x (n - 1) + 2. There are a total of 1,253 + 752 + 14 = 2,019 
people. So the number of channels is 201 9 x 201 8 + 2 = 2,037,1 71 . That's a pretty staggering 
number, but it's realistic for a large project-and it's why Communications Management is such 
an important part of a project manager's toolbox. 



143. Answer: B 

The halo effect is when you put someone in a position they can't handle, just because they're 
good at another job. J ust because J oe is a great programmer, that doesn't mean he'll be a good 
project manager. 



144. Answer: D 

The Staffing Management Plan always includes a resource histogram, so that should be your 
first clue about which one of these answers is right. The resource histogram shows what kind 
of resource is needed through each week of your project and how many staff members you 
need. When planning out your staffing needs, you need take into account the training it will take 
to get them up to speed as well as the kinds of incentives you are going to offer for a job well 
done. Release criteria are important too, but they might not be familiar to you if you don't work 
in a consulting organization. You need to think about what each staff member needs to get done 
before they are released to work on other projects. 



145. Answer: C 

Plurality is an example of a group decision-making technique in which a decision can be made 
by the largest block of people in the group, even if they don't have a 50% majority. 
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146. Answer: C 

Smoothing is minimizing the problem, and it can help cool people off while you figure out how to 
solve it. But it's only a temporary fix, and does not really address the root cause of the conflict. 



147. Answer: B 

The Project Charter is often created without the project manager's involvement. Sometimes it is 
handed to the project manager by the sponsor or high-level manager. 



148. Answer: C 

Run charts tell you about trends in your project by showing you what your data looks like as a line 
chart. If the line in the chart were the number of defects found in your product through each quality 
activity, that would tell you that things were getting worse as your project progressed. In a run chart, , , 

you are looking fortrends in the date overtime. ' a ^ ^ ^ a^.J^tTy^ • 

V_ * y*r detet ^ t>-^ ses? u ^ a steady 
-AnswenB ^^P^^ ^ 

Monte Carlo Analysis is a way of seeing what could happen to your project if probability and impact 
values changed randomly. 



s 



150. Answer: A 

Saying thatthe work must be "better" is subjective. Requirements gathered in stakeholder analysis 
need to be quantifiable. That way, the team has a goal they can shoot for and you can always tell 
how close or far from it you are. 
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151. Answer: B 

Maslow's Hierarchy of Needs says that people have needs, and until the lower ones (like 

acceptance on the team, job safety or job security) are satisfied, they won't even begin to think , 

about the higher ones (fulfilling their potential and making a contribution). q oS ^ <£ <\ualrbY does* i >^ ud 

We^e ? ^^a^s ? e,ds 

Cost of quality is what you get when you add up the cost of all of the prevention and inspection 
activities you are going to do on your project. It doesn't just include the testing. It includes any 
time spent writing standards, reviewing documents, meeting to analyze the root causes of 
defects, reworking to fix the defects once they're found by the team— absolutely everything you 
do to ensure quality on the project. 



152. Answer: C 



153. Answer: D 

A fixed price (FP) contract means that the buyer pays one amount regardless of how much 

it costs the seller to do the work. A fixed price contract only makes sense in cases where the 

scope is very well known. If there are any changes to the amount of work to be done, the seller 

doesn't get paid any more to do it. So rf -the tosb, ae-fc Veally hi 

*»* buyer has -to swallow ft*L' ' 

154. Answer: C 




Ch 



some 



A lot of people think compromise is a great way to handle conflicts. But any time there's a 
compromise, it means that everyone needs to give up something. That's why compromise is 
often called a lose-lose solution. It's always better to confront the problem and fix the root cause 
of the conflict. You should only force people to compromise if that's the only option. 

155. Answer: A vf/" °$ V ouV " ^ 

One effective way to deal with a risk is to pay someone else to accept it for you. This is called 
transference. The most common way to do this is to buy insurance. 



156. Answer: B 

When you're working with procurements, Independent Estimates is one of the tools and 
techniques of the Conduct Procurements process. It certainly sounds a lot like something you'd 
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do while planning out your procurements. Don't forget that the C onduct P rocurements process 
involves finding sellers as well as carrying out the work to complete the contract. That's why you 
use things like Bidder Conferences and Qualified Seller Lists in Conduct Procurements. 



157. Answer: C 

The scope baseline is not a particularly useful thing once a project's done. A baseline is what 
you use to measure any changes to the project- whenever there's a change, you always want 
to compare it against the baseline. But once the project is done, the baseline isn't necessary any 
more. 



158. Answer: C 

Forecasting is a cost monitoring tool that helps you predict how much more money you'll need to 
spend on the project. So which of the cost metrics would you use to do that? There are two useful 
numbers that you can use for forecasting. One of them is called Estimate to Complete (ETC), 
which tells you how much more money you'll probably spend on your project. And the other one, 
Variance atCompletion (VAC), predicts what your variance will be when the project is done. 



t>\d you -thihk -the a^t* was u £+^-. < ^ i » 9 ,/ 
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You create one of the most important outputs of your entire project when the team is doing the 
project work. Work Performance Information tells you the status of each deliverable in the project, 
what the team's accomplished, and all of the information you need to know in order to figure out 
how your project's going. But you're not the only one who needs this-yourteam members and 
stakeholders need to know what's going on, so they can adjust their work and correct problems 
early on. 



160. Answer: B 

Kaizen is a J apanese word that means "improvement"- and it's also a managementtechnique 
that helps your company use problem-solving to constantly find new ways to improve. Kaizen 
focuses on making small improvements and measuring their impact. It's is a philosophy that guides 
management, rather than a particular way of doing quality assurance. 
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161. Answer: A 

The P MP Code of Professional Conduct requires cultural sensitivity to others. It's unacceptable 
to belittle anyone based on how they speak, the way they dress, or any other aspect of their 
cultural background. If you see a member of your team doing this, it's your responsibility to do 
what's necessary to correct the behavior and prevent it from happening in the future. 

Don't assume ttat e^f f< «J ' 
JUbcme *aya* the r csW * talk..* 

162. Answer: A about PerW* *M'*Y Co " ty 

Diagramming Techniques (including Ishikawa diagrams and flowcharts) are a tool of the Identify 
Risks process. You use them to find the root cause of defects in Quality Management processes 
but they can also be useful in finding the risks that can lead to trouble in Risk Management. 



163. Answer: B 

The project's scope is changing every time the client is asked to verify the product- that's scope 
creep. The best way to avoid that is to be sure that the Project Scope Statement that is written 
in the planning stages of the project is understood and agreed to by everyone on the project. 
Scope changes should never come late in the project; that's when they cost the most and will 
jeopardize the team's ability to deliver. 



164. Answer: B 

Any time you hold a seminar, give a talk, write an article, or help others learn about project 
management, you're contributing to the project management body of knowledge. 



165. Answer: D 



If you discover that someone has broken the law, it is your duty to call the authorities and report 
that person. You need to do this, even if it seems like the offense is minor. 



166. Answer: C 

When you're asked to use benefit-to-cost (BCR) ratios to select a project, always choose the 
project with the highest BCR because that's the project that gives you the most benefit for the 
least cost. An easy way to do it is to divide: Project A has a BCR of 5:2, and 5/2 is 2.5. Do that 
with all four projects, and you find that project C has the highest BCR. 
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167. Answer: D 

Legitimate power is the kind of power you have when you tell someone who reports to you to 
do something. Expert power is when your opinion carries weight because people know that you 
know what you're talking about. Reward power is when you promise a reward fordoing as you ask. 
Referent power is when people do what you say because of your association with somebody else. 
Punishment power is when people do what you say because they are afraid of the consequences. 



168. Answer: C 

Every change request needs to be evaluated to determine whether or not it should be made. That's 
what we do in the Perform Integrated Change Control process-every change is analyzed to 
determine its impact. It's then documented as a change request and put into the change control 
system. That's where the stakeholders on the CCB determine if the change should be made. 



169. Answer: B 

By the time the Close Projector Phase process happens, you should have already gotten formal 
written acceptance for the deliverables. That's what the Verify Scope process is for, and you verify 
that formal acceptance in the Close Projector Phase process. 



170. Answer: C 

The WBS work packages can be displayed by project phase or by project deliverable. It depends 
on how your company needs to see the work organized. If you use the same phased lifecycle for 
all projects, it can be easier to show all of the work as it breaks down within each phase. If you 
have various teams depending on the deliverables your team will produce, it can make sense to 
break the work down by project deliverable. 



171. Answer: A 

The two main outputs of Direct and Manage Project Execution are Deliverables and Work 
Performance Information. Deliverables are the documents and other work products your project 
produces, and Work Performance Information is a name for all of the performance metrics and 
reports you can generate to track how your project is doing versus your plan. 
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172. Answer: A 

Lessons learned are some of your most important organizational process assets. At the end of every 
project, you sit down with the project team and write down everything you learned about the project. 
This includes both positive and negative things. That way, when you or another project manager in 
your company plans the next project, you can take advantage of the lessons you learned on this one. ^ ^-^ \^ t 

It's .tally «J-rb*«t *jf£^e kan-d, 

173. Answer: D .**« V*, *** * * t\T^W 

Once you've closed out a contract, it's important to conduct a procurement audit. This is where you go 
over everything that happened on the project to figure out the lessons learned, and look for anything 
that went right or wrong. 



174. Answer: A 

"Force majeure" is a kind of clause that you'll see in a contract. It says that if something like a war, riot, 
or natural disaster happens, you're excused from the terms of the contract. 



175. Answer: D 

Ground rules help you prevent problems between team members, and let you establish working 
conditions that everyone on the team can live with. You setup the ground rules for a project to help 
guide people in their interactions with each other. Make sure you discuss the ground rules with the 
team during the kick-off meeting! 



176. Answer: A 

One of the most important things that you do as a project manager is to constantly monitor the project 
for changes, and take the appropriate action whenever you make a change. But changes don't 
happen on any sort of schedule- if they did, it would make project management a whole lot easier! 
That means you need to continuously monitor your project to figure out whether or not its plans and 

rSlT rW\*' ^ i"?*- ** **'* V«* out whethe 

177 Answer A I / I "£ ** *?T "" ^ '"W*** 0** Co*W>, y* 

177. Answer. A ^W give the petrson a* update on its status. 

This question is basically asking you the difference between Change Requests and Change Request 
Status Updates. Change Request Status Updates are outputs from Perform Integrated Change 
Control, not Monitor & Control ProjectWork. 
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178. Answer: C 

You can't know the answer to technical questions as well as your team. So, while it's important to 
understand both sides of the issue, your job is to make sure that problems are confronted and fairly 
evaluated. 



179. Answer: D 

Parametric estimation is a tool for creating estimates. It's not a deliverable. 

180. Answer: D 

The WBS Dictionary is an output of the Create WBS process. It is created along with the WBS and 
gives all of the details about each work package in the WBS. 

The -team always needs -to helf you document 

181. Answer: C iht lcsso " s lc *™ cd **" thc ^°J cdt 

This question isn't hard if you remember one really important fact: you need your team's help when 
you're writing the lessons learned. That's why you can't release the team until the lessons learned 
are documented and added to the organizational process assets. Also, the last thing you do on the 
project is close the contract. The reason for this is that you don't want to have to wait for payment 
before releasing the team, because most contracts have payment terms that allow for some period 
of time before full payment is required. 

182. Answer: D 

The kick-off meeting gets all of the stakeholders together to explain how communication will go. 
That way, everyone knows who to talk to if things go wrong or they run into any questions. 

183. Answer: A 

Not every change needs to be made. Before you make any change, you always need to evaluate 
its impact on the triple constraint- time, cost, and scope-and how those changes will affect the 
quality of the deliverables. Until you analyze that impact, there's no way to know whether or not it 
makes sense to make the change. 
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184. Answer: B 

The idea behind net present value (or NPV) is that you can compare potential projects by 
figuring out how much each one is worth to your company right now. A project's NPV is figured 
out by coming up with how much the project is worth, and then subtracting how much it will cost. 
If you're asked to choose between projects and given the NPV of each of them, choose the one 
with the biggest NPV That means you're choosing the one with the most value! 



185. Answer: C 

It's easy to get change, defects, and corrective actions mixed up- they're all words that 

sound suspiciously similar! J ust remember: a defect is any deliverable that does not meet its 

requirements. A defect is NOT always caused by a mistake- defects can come from lots of 

sources, and team members' errors only cause some defects. For example, plenty of defects -j. if • 

are caused by equipment problems. A, n a $ 0YAt i -that the project *anay"»ent ?la* ^ cl 
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186. Answer: D 



-a lot 
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<*a»y Control "to repair it! 



Forcing means putting your foot down and making a decision. One person wins, one person 
loses, and that's the end of that. 



187. Answer: B 

The Project Scope Statement is where you figure out exactly what your stakeholders need, and 
turn those needs into exactly what work the team will do to give them a great product. Any 
constraints or assumptions that need to be made to determine the work need to be written down 
in the scope statement as well. 



188. Answer: C 

You can figure out the actual cost that was spent on a project, even if all you're given are some 
of the project metrics. In this case, if you only have CPI and EV, you can figure out the AC by 
writing down the formula that has all three of them: CPI = EV / AC. Now flip the formula around: 
AC =EV/CPI =$172,500 7.92 =$187,500. 
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189. Answer: A 

Changes are found in Monitor and Control Project Work; they are approved in Perform Integrated 
Change Control, and implemented in Direct and Manage Project Execution. When you are monitoring 
and controlling the project work, you are always looking for changes that might need to be made to 
your plan and assessing their impact. Then you present those changes to the change control board for 
approval. If they approve, you implementthem in the Directand Manage Project Execution process- 
that's where all the work gets done. 



190. Answer: A 

A Work Breakdown Structure is the best way to visualize all of the work that will be done on your project. 
It divides all of the work up into work packages and shows how it fits into higher-level categories. By 
looking at the WBS, you can communicate to other people just how much work is involved in your 
project. 



191. Answer: B 

Over half of the conflicts on projects come from resources, priorities, and schedules. It can be tough to 
get resources assigned to projects, especially if they have skills that are in high demand. Sometimes 
multiple projects (and even roles within projects) are vying to get top priority. Finally, you probably don't 
need to think too hard to remember a conflict about schedules on a project you've worked on— many 
projects start with overly aggressive deadlines that cause conflicts from the very beginning. 



192. Answer: D 

When do you gather work performance information? You do it when you're reporting on the performance 
of the team- that's why it's a tool and technique of the Report Performance process. But that's not 
something you do during Monitor and Control Risks- Work Performance Information is an input to that 
process, which means it needs to be gathered BEFORE you start monitoring and controlling your risks. 
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193. Answer: B 

You should always use formal written communication when you are communicating with clients 
about changes in your project. 



194. Answer: C 

The project charter is created long before you start identifying work packages and activities. 
Those things are done as part of the project planning, which only happens after the project 
charter is completed. 



195. Answer: C 

Positive risks are opportunities that could happen on your project. The strategies for dealing 
with them are all about making sure that your project is in a position to take advantage of them 
or at least share in them with other projects if possible. 



196. Answer: D 

The RBS is part of the Risk Management Plan. It's structured very similarly to an WBS. The 
RBS helps you to see how risks fit into categories so you can organize your risk analysis and 
response planning. 



197. Answer: B 

The PMP Code of Professional Conduct says that you're not allowed to accept any kind of gift, 
not even if it's after the project has finished. That would be the same thing as taking a bribe. 



198. Answer: D 

This is a tough situation for any project manager. You've got a problem that's happened, and 
you didn't plan for it. Now it's going to cost you money. What do you do? Well, you can't just 
accept it and move on-that's only something you do with risks that have no other option. You 
have options with a problem that happens during your project. And you can't just go to the boss, 
because you're the project manager and it's your job to figure out what to do. There's no use in 
doing risk planning, because you already know the probability (100%) and impact (the cost of 
fixing the problem). So what do you do? 
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That's where your reserve comes in. There are two kinds of reserves: a contingency reserve and a 
management reserve. The contingency reserve is what you use for "known unknowns"- you use it 
to pay for risks that you've planned for. But this situation isn't like that. That's why you tap into the 
management reserve. That's the money in the budget you set aside for "unknown unknowns"- 
problems that you didn't plan for but which came up anyway. 



199. Answer: B 

When you have a project that's broken up into subprojects or phases, it's important that you 
perform the Initiating processes at the beginning of the project. Answer B is the one that best 
describes something that happens during the processes in the Initiating group- performing the 
Identify Stakeholders process. 



200. Answer: B 

This question looks hard, but it's actually pretty easy if you remember that Manage Stakeholder 
Expectations is just an ordinary Monitoring & Controlling process- it's the one for the 
Communications Management knowledge area. Once you know that, it's easy to pick out the 
output that doesn't fit! When you're handling a change in a Monitoring & Controlling process, you 
update your project plan and organizational process assets, and you request changes. But you 
don't create deliverables. 
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AG (Actual Cost), 356, 357, 366 

Acquire Project Team process, 447, 454-457 

acquisition of outside team members, 454 

active listening, 510, 528 

activities for project 

critical path for, 271-272, 287 

defining, 236, 238-244 

duration of, estimating, 236, 258-264 

float for, 274-276, 287 

resource requirements for, 236, 254-256, 258 

scheduling, 265-292 

sequencing, 236, 245-253 
Activity Attributes 

creating, 243, 251 

updating, 253, 264, 267, 293, 295, 298 
Activity Cost Estimates, 332 
Activity Duration Estimates, 236, 264, 278 
Activity List 

creating, 236, 243 

updating, 253, 267, 298 
Activity Network Diagram (see Network Diagram) 
Activity Resource Requirements 

creating, 236, 258 

updating, 267, 293, 295 
Actual Cost (AG), 356, 357, 366 
actual % complete, 350 
adjourning stage of team development, 466 
Administer Procurements process, 611, 633-637 
advertising for sellers, 626 
affinity diagrams, 169 
Agile software development, 65, 240 



alternatives 

for assigning resources, 256 

for ways to do work, 177 
analogous estimating 

for Estimate Activity Durations process, 261 

for Estimate Costs process, 328 
assumptions analysis, 554, 556 
audits, of seller, 634, 637 
authority of project manager, 37, 98 



B 



BAG (Budget at Completion), 346, 347, 357, 366 

backward pass, 282, 287 

ballpark estimate (see Rough Order of Magnitude (ROM) 
estimate) 

baselines of Project Management Plan, 111, 113, 128 

Basis of Cost Estimates, 332 

benchmarking, 402, 406 

Benefit Cost Ratio (BGR), 330 

bidder conferences, 610, 625, 626 

bottom-up estimating 

for Estimate Activity Resources process, 256 

for Estimate Costs process, 328 
brainstorming 

for collecting requirements, 169 

for identifying risks, 553, 563 
bribery, 654 
budget 

controlling costs of, 325, 342-370 

determining for project, 325, 334-339 

estimating costs for, 325, 326-332 

predetermined, 339 
Budget at Completion (BAC), 346, 347, 357, 366 
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Business Case, 99-100, 106, 107 
buyer-conducted performance reviews, 634, 637 



cash reserves, 336 

cause and effect diagrams, 409, 420 

change control board (GGB), 121, 123, 127, 129 

change control meetings, 124, 127 

change control system (see also defects) 

for contracts, 634 

for cost changes, 332 

for project or product changes, 124-127 

for scope changes, 196-197, 199-201, 204-206, 213 

when not needed, 129, 208 
Change Requests, 126, 204, 297, 332, 419, 519 
channels of communication, counting, 526, 528 
characteristics of good project managers, 6 
checklists 

analyzing, to identify risks, 554 

for quality, 405, 418 
claims administration, for contract, 634 
client (see customer) 

Close Procurements process, 611, 638-640 
Close Project process, 68, 93, 130-131 
Closing (process group), 22, 63 
coin flip (decision-making technique), 461 
collaborating, resolving conflict using, 472 
colleagues (see resources, human) 
Collect Requirements process, 17, 163, 165-173 
collective bargaining agreement, 632, 637 
co-location for project team, 459 
command (decision-making technique), 461 
communication, 496, 498-499 

channels of, counting, 526, 528 

distribution tools for, 512 

methods for, 508, 510, 514, 528 

with project team, 460 

recipients of (stakeholders), determining, 500-503 

reporting performance, 5 15-520 



Communication Management (knowledge area), 23, 73, 
77, 493-499 (see also specific processes) 

Communication Management Plan, 111 

community, responsibility to, 658 

company (see organization) 

compromise, resolving conflict using, 472, 476 

Conduct Procurements process, 610, 624-627 

configuration management system, 206, 208 

conflict management, 470, 471-476 

conformance to requirements, 394, 395 

confronting, resolving conflict using, 472, 474, 476 

consensus (decision-making technique), 461 

constraints, 17, 18, 46, 49, 637 

consultation (decision-making technique), 46 1 

contingency reserve, 581, 584 

contracts, 107 

changes to, 634, 637 

content of, 621 

types of, 613, 618, 625 

control accounts, 198, 338 

control charts, 402, 409, 420 

Control Costs process, 325, 342-370 

Control Schedule process, 68, 237, 296-301 

Control Scope process, 68, 163, 203-210 

copyright violations, 656 

corrective action, 128 

cost 

budget for project, 325, 334-339 

as constraint, 46 

controlling, 325, 342-370 

estimating, 325, 326-332 

of quality, 329, 403, 406, 427 

as source of conflict, 471 
cost aggregation, 336, 338 

Cost Management (knowledge area), 23, 73, 76, 321-325 
(see also specific processes) 

Cost Management Plan, 111, 127 

Cost Performance Baseline, 111, 336 

Cost Performance Index (CPI), 356, 357, 358, 368 
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cost plus contracts, 613 

cost reimbursable contracts, 613, 618, 625 

Cost Variance (GV), 356, 357 

cost-benefit analysis, 402 

costs plus award fee (GPAF) contracts, 618 

costs plus fixed fee (GPFF) contracts, 618 

costs plus incentive fee (GPIF) contracts, 618 

coworkers (see resources, human) 

GPAF (costs plus award fee) contracts, 618 

GPFF (costs plus fixed fee) contracts, 618 

GPI (Cost Performance Index), 356, 357, 358, 368 

GPIF (costs plus incentive fee) contracts, 618 

crashing the schedule, 288, 295 

Create WBS process, 163, 184-199 

critical chain method, 291, 295 

critical path 

determining for project, 271-272 

importance of, 287 

risks related to, 556, 584 
cultural awareness, 46 1 
customer (client), 106, 107 (see also sponsor; stakeholders) 

needs of, initiating project, 95, 96 

satisfaction of, as quality criteria, 395 
GV (Cost Variance), 356, 357 



D 



databases, 10 

decision tree analysis, 567, 570, 571 

decision-making techniques, 166-167, 461 

decoding a message, 496, 514 

decomposition 

for Create Work Breakdown Structure, 188, 198, 199 

for Define Activities process, 239 
defects 

finding (see Perform Quality Control process) 

preventing (see Plan Quality process) 

repairing, 118, 124, 418-420, 426-427 
Define Activities process, 236, 238-244 
Define Scope process, 163, 175-182 



deliverables, 117, 118 

accepted, 130-131,211-213 

defects in (see defects) 

validated, 419 

WBS broken down by, 187-188 

Delphi technique, 168, 553, 563 

depreciation, 330 

design of experiements, 402 

Determine Budget process, 325, 334-339 

Develop Human Resource Plan process, 446, 448-453 

Develop Project Charter process, 68, 92, 95, 98-102, 
106-107 

Develop Project Management Plan process, 68, 92, 
108-111, 113 

Develop Project Team process, 447, 458-469 

Develop Schedule process, 237, 265-292 

diagramming techniques, 554 

dictatorship (decision-making technique), 167 

Direct and Manage Project Execution process, 68, 92, 
116-118,125 

discretionary predecessors, 250 

Distribute Information process, 68, 498, 508-514 

documentation reviews, 554 

duration estimates (see Activity Duration Estimates) 



E 



EAG (Estimate at Completion), 362, 368 

early finish, 279, 281,287 

early start, 279, 281,287 

Earned Value (EV), 349-352, 357 

Earned Value Management (EVM), 345, 357, 368 

effective listening, 528 

effort estimates, 264 

electronic communications, 512 

electronic tools for project management, 512 

EMV (expected monetary value) analysis, 567, 568, 571, 573 

encoding a message, 496, 514 

Enterprise Environmental Factors, 10, 16, 105, 107, 113,468 

environment, responsibility to, 658 
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Estimate Activity Durations process, 68, 236, 258-264 

Estimate Activity Resources process, 236, 254-256 

Estimate at Completion (EAG), 362, 368 

Estimate Costs process, 325, 326-332 

Estimate to Complete (ETC), 363 

ethics, 651-659 

EV (Earned Value), 349-352, 357 

EVM (Earned Value Management), 345, 357, 368 

Executing (process group), 22, 63 

Expectancy Theory, 465, 468 

expected monetary value (EMV) analysis, 567, 568, 571, 573 

expert judgment 

for Close Project process, 130 

for Conduct Procurements process, 626 

for Define Activities process, 239, 240 

for defining scope, 177 

for Determine Budget process, 337 

for Develop Project Charter process, 100 

for Estimate Activity Durations process, 261 

for Estimate Activity Resources process, 256 

for Estimate Costs process, 328 

for Identify Stakeholders process, 500 

for Perform Quantitative Risk Analysis process, 566 

for Plan Procurements process, 613 

expert power, 462, 468, 476 

external constraints, 637 

external predecessors, 250 

external resources, 256 (see also Procurement Management) 



facilitated workshops 

defining requirements at, 166 

defining scope at, 176 
fast-tracking the project, 289, 295 
feedback communication, 510, 514 
FF (Finish to Finish) predecessors, 250 
FFP (firm fixed price) contracts, 618 
Final Product, 131 

Finish to Finish (FF) predecessors, 250 
Finish to Start (FS) predecessors, 250 
firm fixed price (FFP) contracts, 618 



Fishbone diagrams (see cause and effect diagrams) 

fitness for use, 395 

fixed price (FP) contracts, 613, 618 

fixed price plus incentive fee (FPIF) contracts, 618 

flowcharting, 402, 410, 420 

focus groups, defining requirements in, 1 66 

force field analysis, 403 

force majeure clause, in contract, 621 

forcing, resolving conflict using, 472, 476 

forecasting, 129,345,362 

formal acceptance, 212 

formal verbal communication, 508 

formal written communication, 508, 509 

forming stage of team development, 466 

forward pass, 281, 287 

FP (fixed price) contracts, 613, 618 

FPIF (fixed price plus incentive fee) contracts, 618 

FS (Finish to Start) predecessors, 250 

functional organization, 35-36, 38, 53 

functional requirements, 172, 173 

funding limit reconciliation, 337 



G 



gold plating, 20 1 

grade, compared to quality, 396, 420 

ground rules for project team, 459 



H 



halo effect, 453, 454 

hard copy document distribution, 512 

Head First PMP community web site, 183 

Herzberg's Motivation-Hygiene Theory, 464, 468 

histograms, 410 

historical information (see lessons learned) 

human resources (see resources, human) 

Human Resources Management (knowledge area), 23, 73, 
77, 443-447 (see also specific processes) 

Human Resources Management Plan, 111 
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K 



Identify Risks process, 68, 550, 552-557 

Identify Stakeholders process, 95, 498, 500-503 

IFB (invitation for bid), 622 

IFQ (invitation for quote), 622 

implemented defect repair, 118 

improvement, Kaizen philosophy for, 424 

independent estimates, for sellers, 626 

influencing project team, 461 

informal verbal communication, 508, 509 

informal written communication, 508 

information distribution tools, 512 (see also Distribute 
Information process) 

information gathering techniques, 553 

Initiating (process group), 22, 62, 78, 95 

inputs for processes, 69, 71, 72 

inspection of deliverables, 411, 420 

inspections, of seller, 634 

Integrated Change Control, 204 

Integration Management (knowledge area), 23, 73, 76, 87, 
91-93, 132, 134-135 (see also specific processes) 

internal rate of return, 330 

internet search, for sellers, 626 

interpersonal skills, 459, 460-461, 470 

interviews 

for collecting requirements, 166 

for identifying risks, 553 

for quantifying risks, 566 
invitation for bid (IFB), 622 
invitation for quote (IFQ), 622 
Ishikawa diagrams (see cause and effect diagrams) 
issue logs, 470 
iterative relationship for phases, 65 



J 



Kaizen (continuous improvement), 424 

kickoff meeting, 528 

knowledge areas, 19, 23, 73, 76-78 (see also specific 
knowledge areas) 

knowledge required of project managers, 6 



lag time, 251,291,300 

late finish, 280, 282, 287 

late start, 280, 282, 287 

lead time, 251,291,300 

leadership skills, 460, 462-463 

lessons learned, 105, 130, 131, 418, 513, 514 

lifecycle costing, 330, 338, 339 



M 



job (see organization; projects; resources, human) 
Just In Time, 424 



maintenance (see lifecycle costing; operational work) 

majority (decision-making technique), 167 

make or buy analysis, 612, 61 5-6 1 7 

Manage Project Team process, 447, 470-477 

Manage Stakeholder Expectations process, 499, 522-528 

management reserve, 337, 338 

management skills, 459-463, 468 

mandatory predecessors, 250 

market, company's performance in, 1 

Maslow's hierarchy of needs, 464, 468 

matrix diagrams, 403 

matrix organization, 36-37 

McClelland's Achievement Theory, 465 

McGregor's Theory X and Theory Y, 464, 468 

Microsoft Project, 286, 300 

Milestone List, 243, 292 

mind maps, 168 

modeling and distribution, 567 

monetary value analysis, 567, 568, 571, 573 
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Monitor and Control Project Work process, 68, 93, 

121-122, 125 

Monitor and Control Risks process, 579-584 
Monitoring & Controlling (process group), 22, 63 
Monte Carlo analysis, 290, 295, 571 
motivation of project team, 458, 460, 464-465 



K 



needs of project, 62 
negative stakeholders, 43, 49 
negotiation 

for procurement contract, 627 
for team members, 454 
with team members, 46 1 
Net Present Value (NPV), 330, 338, 339 
Network Diagram 

creating, 236, 246-247, 250-253 
finding critical path from, 272 
finding early start and finish from, 279 
finding floats for activities from, 274-276 
finding late start and finish from, 280 
networking, 448 
noise, 496 

nominal group techniques, 169, 403 
non-functional requirements, 172, 173 
nonverbal communication, 510, 528 
norming stage of team development, 466 
NPV (Net Present Value), 330, 338, 339 



o 



observation, defining requirements using, 170 

observation and conversation with project team, 470 

operational work (ongoing processes), 15, 16,41-42, 
44-45 

opportunity cost, 330 

organization, types of, 35-37 (see also Enterprise Environ- 
mental Factors) 

organization charts, 448, 45 1 



Organizational Process Assets 

creating, 105, 107, 131 

updating, 297, 513, 519 
organizational theory, 448 
outputs for processes, 69, 72 
overlapping relationship for phases, 65 



paralingual communication, 510, 528 
parametric estimating 

for Estimate Activity Durations process, 261, 264 

for Estimate Costs process, 328, 338 
Pareto charts, 410, 420 
payment system for seller, 634 

PDM (Precedence Diagramming Method), 246, 287 
Perform Integrated Change Control process, 93, 121-129 
Perform Qualitative Risk Analysis process, 550, 558-564 
Perform Quality Assurance process, 398, 421-429 
Perform Quality Control process, 398, 407-420, 426-427 
Perform Quantitative Risk Analysis process, 551, 564-573 
performance 

of company in its market, 1 

comparing against cost, 111, 336, 356, 357, 358, 368 

of contracted work, 634, 637 

of project work, 117, 128, 129,297,299,301,515, 
582 

reporting, 515-520 

required of project managers, 6 

of team members, assessing, 468, 470 

Performance Measurement Baseline, 128, 129 

Performance Measurements (see Work Performance 
Measurements) 

Performance Reports, 299, 301, 519, 528 

performance reviews 

for Control Costs process, 345 

for Control Schedule process, 300 

for Develop Schedule process, 291 
performing stage of team development, 466 
personal skills, required of project managers, 6 
personalities, as source of conflict, 471, 476 
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PERT (Project Evaluation Review Technique), 262 

phases of project, 64-65, 186 

Plan Communications process, 498, 504-507 

Plan Procurements process, 610, 612-623 

Plan Quality process, 68, 398, 401-406 

Plan Risk Management process, 546-548 

Plan Risk Responses process, 551, 574-578 

Plan-Do-Check-Act, 424 

planned % complete, 347 

Planned Value (PV), 347, 357 

Planning (process group), 22, 62, 78 

plurality (decision-making technique), 167 

PMBOK Guide, 4-5, 9 

PMI Code of Ethics and Professional Conduct, 651-659 

PMP certification 

benefits of, 24-25 

claiming falsely, 652 

reasons for, 1 , 9 
PMP exam 

calculation questions, 530 

cheating on, 652 

contents of, 9, 700-701 

"have-a-meeting" questions, 478 

"just-the-facts" questions, 114 

organization type used in, 38 

practice exam, 702-744 

"red herring" questions, 340 

reviewing for, 665-683 

"which-comes-next" questions, 268 

"which-is-best" questions, 182 

"which-is-not" questions, 588 

"which-one" questions, 416 
point of total assumption, in contract, 621 
political awareness, 46 1 
portfolio, 11-12, 16 
position descriptions, 448 
positive risks, handling, 575 
power, types of, 462-463, 468 
power/interest grid for stakeholders, 503 
pre-assignment of team members, 454 



Precedence Diagramming Method (PDM), 246, 287 

predecessors, 250 

preventive action, 128 

priorities, as source of conflict, 471, 476 

prioritization matrices, 403 

Probability and Impact Matrix, 559 

probability distribution, 566 

problems (see also change control system; conflict man- 
agement; defects; risks) 

common, 2-3 

planning ahead for, 109, 113 

prediction of (forecast), 129 

solutions for, 5 
process analysis, 422, 423 
process framework, 59 
process groups, 19, 22, 62-63, 71 
Process Improvement Plan, 405 
processes, 66, 68, 69, 7 1 (see also specific processes) 

comparing to knowledge areas, 78 

improving (see Perform Quality Assurance process) 

ongoing (see maintenance; operational work) 

procurement audits, 638 

Procurement Documents, 622, 624 

Procurement Management (knowledge area), 23, 73, 77, 
603-61 1 (see also specific processes) 

Procurement Management Plan, 111 

procurement negotiation, 627 

Procurement Statement of Work, 624 

procurements 

administering, 633-637 

contracts for, changes to, 634, 637 

contracts for, content of, 621 

contracts for, types of, 613, 618, 625 

necessity of, determining, 603, 609-610, 612-617 

seller for, 605, 614 

seller for, choosing, 626-627 

seller for, potential, 624 

seller for, selection criteria for, 622 
product analysis, 176, 177 
product scope, 159, 160, 173 
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professional responsibility, 651-659 

program, 11-12, 16 

progress reporting, 300, 30 1 

Project Charter, 68, 92, 95, 98-102, 106, 107 

project coordinator, 38 

Project Evaluation Review Technique (PERT), 262 

project expediter, 33 

Project Funding Requirements, 337 

project management estimating software, 329 

Project Management Information System, 205, 206 

Project Management Plan 

comparing to Scope Management Plan, 199 

creating, 108-111, 113 

updating, 127, 129, 198, 205, 206, 297, 298, 332, 405, 
418,455 

project management software 

for Control Costs process, 345 

for Control Schedule process, 300, 301 

for Estimate Activity Resources process, 256 
project managers 

authority of, 37, 98 

characteristics needed for, 6 

duties (roles) of, 17, 91 
Project Network Diagram (see Network Diagram) 
Project Organization Charts, 448, 45 1 
Project Schedule 

controlling, 237, 296-301 

creating, 292 

estimating activity durations for, 236, 258-264 

estimating resources for, 236, 254—256 

listing activities for, 236, 238-244 

sequencing activities for, 236, 245-253 

as source of conflict, 471, 476 

writing, 237, 265-292 
project scope (see Scope Management) 
Project Scope Statement 

creating, 178, 180-181 

updating, 205 

project team (see resources, human) 
projectized organization, 35, 37, 38, 53 
projects, 11-12, 15, 16,42,91 



communications regarding (see Communication 
Management) 

constraints on (see constraints) 

converting operational work to, 44-45 

costs of (see Cost Management) 

managing (see Integration Management) 

parts you can't control (see Enterprise Environmental 
Factors) 

phases of, 64-65 

procuring resources for (see Procurement 
Management) 

quality of deliverables (see Quality Management) 

risks in, managing (see Risk Management) 

schedule for (see Time Management) 

scope of (see Scope Management) 

team for (see Human Resources Management) 
properietary techniques, 402 
proposal evaluation techniques, 627 
prototypes, 171 

punishment power, 463, 468, 476 
purchase order, 622 
PV (Planned Value), 347, 357 



qualified seller list, 625 
quality (see also defects) 

audits for, 422, 423 

as constraint, 46 

controlling, 407-420, 426-427 

cost of, 329, 403, 406, 427 

determining, 392-396 

planning for, 398, 401-406 

problems with, 3 

processes affecting, 421-429 

quality control measurements, 418 

Quality Management (knowledge area), 23, 73, 76, 
391-398 (see also specific processes) 

Quality Management Plan, 111, 404 

Quality Metrics, 405 

quantifiable goals, 176, 177 

questionnaires, 170 
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E 



RAGI matrix, 451,453 

RBS (Risk Breakdown Structure), 547, 548 

recognition for project team, 459 

records management system, for contract, 634, 638 

referent power, 463, 468, 476 

Report Performance process, 499, 515-520 

requests for information (RFI), 622, 624 

requests for proposal (RFP), 622, 624 

requirements, collecting (see Collect Requirements process) 

Requirements Document, 166, 172-173, 180-181,406 

Requirements Management Plan, 111, 173 

requirements traceability matrix, 173 

reserve analysis 

for Estimate Activity Durations process, 261, 264 

for Estimate Costs process, 329 

for Monitor and Control Risks process, 581 
reserves 

cash reserves, 336 

contingency reserve, 581, 584 

management reserve, 337, 338 
residual risks, 575 
Resource Calendars 

creating, 255, 455 

updating, 293 
Resource Histogram, 452, 453 
resource leveling 

for Control Schedule process, 300 

for Develop Schedule process, 29 1 
resources 

as constraint, 46 

estimating, for activities, 236, 254-256 

external (see Procurement Management) 

risks related to, 556 

as source of conflict, 471, 476 
resources, human 

acquiring, 447, 454-457 

assessing performance of, 468, 470 

conflict management for, 470, 471-476 

managing, 458-477 



motivation of project team, 460, 464-465 

organization chart for, 448, 45 1 

as part of Enterprise Environmental Factors, 10 

requirements for, 446—453 

roles and responsibilities for, 451, 453 

scheduling, 444-446, 452-453, 455 

stages of team development, 466, 468, 476 

Responsible, Accountable, Consult, and Inform (see RACI 
matrix) 

reward power, 462, 468, 476 

rewards for project team, 459 

RFI (requests for information), 622, 624 

RFP (requests for proposal), 622, 624 

Risk Breakdown Structure (RBS), 547, 548 

Risk Management (knowledge area), 23, 73, 77, 543-547, 
550-551 (see also specific processes) 

Risk Management Plan, 111, 547 

Risk Register 

creating, 552, 557, 562, 572, 577, 578 

updating, 253, 293 
risk tolerance of company, 1 
risks, 544 

audits for, 582, 584 

categorizing, 548, 559, 563 

as constraint, 46 

critical path affecting, 556, 584 

handling, methods of, 545, 575 

identifying, 552-557 

impact of, 558-564 

monitoring and controlling, 579-584 

owners of, 577 

planning for, 546-548 

positive, handling, 575 

probability of, 558-564 

quantifying, 564-573 

reassessment of, 581 

residual, 575 

responses to, planning, 574-578 

secondary, 575 

triggers of, 563 
Roles and Responsibilities, 448, 45 1 
rolling wave planning, 239-240 
ROM (Rough Order of Magnitude) estimate, 329, 338, 339 
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root cause identification, 553, 557 

Rough Order of Magnitude (ROM) estimate, 329, 338, 
339 

rule of seven, for control charts, 420 

run charts, 411 



S 



schedule (see Project Schedule) 
Schedule Baseline 

creating, 111, 293 

updating, 298 
schedule compression tools, 288-289, 300 
Schedule Data 

creating, 292, 301 

updating, 298 
Schedule Management Plan, 111 
schedule network analysis, 290 
Schedule Performance Index (SPI), 354, 357, 358 
Schedule Variance (SV), 354, 357 
scheduling tool, 290 
scope (constraint), 46 
Scope Baseline 

creating, 111, 196, 198 

updating, 197,204,205 

scope creep, 159, 201 

Scope Management (knowledge area), 23, 73, 76, 153, 
159-163 (see also specific processes) 

Scope Management Plan 

comparing to Project Management Plan, 199 

creating, 111, 161, 173 

updating, 178 
secondary risks, 575 
seller, 605, 614 

choosing, 626-627 

potential sellers, finding, 624 

selection criteria for, 622 



sensitivity analysis, 567 

Sequence Activities process, 236, 245-253 

sequential relationship for phases, 64 

shortcuts, taking, 657 

smoothing, resolving conflict using, 472, 476 

Source Selection Criteria, 622, 624 

SPI (Schedule Performance Index), 354, 357, 358 

sponsor, 106, 107 (see also stakeholders) 

communication method for, 509 

customer as, 107 

Project Charter written by, 92 
SS (Start to Start) predecessors, 250 
Staffing Assignments, 455 
Staffing Management Plan, 448, 452 
Stakeholder Management Strategy, 501, 503 
Stakeholder Register, 43, 500-501 
stakeholders, 1 7 (see also customer; sponsor) 

analysis of, 500, 502-503 

collecting requirements from, 1 66 

deciding when project is done, 2 1 2-2 1 3 

expectations of, managing, 499, 522-528 

identifying, 43, 95, 498, 500-503 

negative stakeholders, 43, 49 

power/interest grid for, 503 

project changes affecting, 43, 49 

reporting to (see Report Performance process) 
standards company must follow, 1 
Start to Start (SS) predecessors, 250 
statement of work, 107 
statistical sampling, 403, 41 1 
status meetings, 582, 584 
subsidiary plans, 109, 111 
successors, 251 

summary milestone schedule, 107 
SV (Schedule Variance), 354, 357 
SWOT analysis, 554 
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T 



V 



T&M (time and materials) contracts, 613, 618 

TGPI (To-Complete Performance Index), 345, 356, 357, 
369-370 

team (see resources, human) 

team development, stages of, 466, 468, 476 

Team Performance Assessment, 468 

team-building activities, 459, 460 

technical opinions, as source of conflict, 471 

technical performance measurement, 582 

templates, for activities, 239 

theories of motivation and management, 464-465, 468 

three-point estimates 

for Estimate Activity Durations process, 261, 262 

for Estimate Costs process, 328 

time (constraint), 46 

time and materials (T&M) contracts, 613, 618 

Time Management (knowledge area), 23, 73, 76, 231-237 
(see also Project Schedule; specific processes) 

timetable, 452 

To-Complete Performance Index (TCPI), 345, 356, 357, 
369-370 

tools and techniques for processes, 69 

top-down estimating (see analogous estimating) 

training for project team, 459 

travel policy, not following, 655 

trend analysis, 581, 584 

triggers of risks, 563 

Tuckman, Bruce (team development stages), 466, 468, 476 



TJ 



VAC (Variance at Completion), 363 

variance analysis 

for Control Costs process, 345 

for Control Schedule process, 300 

for Control Scope process, 205, 207, 208 

for Monitor and Control Risks process, 581 

Variance at Completion (VAC), 363 

vendor bid analysis, 329 

Verify Scope process, 163, 207, 211-215 

virtual teams, 454 



¥ 



unanimity (decision-making technique), 167 
unions, working with, 632, 637 



watchlists, 563, 573 

WBS (Work Breakdown Structure) 

creating, 163, 184-193, 198, 199 

updating, 205, 206 
WBS Dictionary 

creating, 194, 198 

updating, 205, 206 
web sites 

Head First PMP community, 183 

PMI Code of Ethics and Professional Conduct, 659 
what-if analysis, 290, 300 
withdrawal, resolving conflict using, 472, 476 
work authorization system, 105, 107, 113 
Work Breakdown Structure (WBS) 

creating, 163, 184-193, 198, 199 

updating, 205, 206 
work packages, 187-188, 194-195, 199 
Work Performance Information, 117, 515 
Work Performance Measurements, 297, 299, 301 
workshops 

defining requirements at, 166 

defining scope at, 176 
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